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HAMMERMILL’S WORD OF HONOR TO THE PUBLIC 43 (Please attach to, or write on, your business letterhead.) om-may 


May, 1951 


HOW CAN A FIRM 
SEND OUT SUCH A BLURRY 
BULLETIN AS THIS? 


Fi AMM E 7 M I i G | 1471 East Lake Road, Erie 6, Pennsylvania i 
| 
| 
| 


IT’S THE PAPER THEY USE, 
MR. BARNES. THANK HEAVEN, WE USE 
HAMMERMILL MIMEO-BOND! 


lll is Siow 


SEE HOW MUCH CLEARER OUR BULLETIN LOOKS! AND WE 
GET AS MANY AS 5,000 COPIES FROM A SINGLE STENCIL... WITH EVERY 
ONE JUST AS CLEAN AND EASY TO READ AS THIS ONE! 


That’s why I’m glad we use Hammermill Mimeo-Bond! 


You can obtain business print- Hammermill Mimeo-Bond comes in white and seven distinctive colors, 
ing en mill pap enabling you to put your message on a “Signal System”’ color, readily iden- 
wherever you see this shield tified as your own. Examine Hammermill Mimeo- 
on « print shop window. let & Bond in your own office at no expense. Send the 
be your assurance of quality coupon for an up-to-date sample book. We'll 
include the Hammermill idea-book, ‘‘Better 


Stencil Copies.”” THEY’RE FREE! 


printing. 


Hammermill Paper Company, 


Please send me— FREE —the sample book of the Hammermill 
Mimeo-Bond and a copy of “Better Stencil Copies” to help me get 
the best out of my stencil duplicating equipment. 

HAMMERMILL MIMEOGRAPH PAPER 
Name 


Position 


LOOK FOR THE WATERMARK ...IT IS 
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SF RAMBNBER THE NAMES OF STAPLERS MADE BY ACHE! 


~ WHY? Because, when you buy ACE Stapling HOW THE ACE PROCESS OF TREATING 
oF Equipment, you get the finest that money can buy. WIRE MAKES ACE STAPLES STRONGER 
Pl For more than twenty years we’ve been building 
ey Staplers with a watchlike precision that assures 


efficient, trouble-free operation. Dealers call them 
“lifetime” Staplers because they stay on the job year 
after year, in use dozens or hundreds of times a day. 


COST? Because there's a full line of ACE Stapling 
Equipment, you can have a better Ace Stapler at the 
price you want to pay. And, be sure to specify 
ACE Staples for smooth, NR Ne performance. 


. : - 1 FIGURE 2 
They’re stronger, and accurately sized, for maximum aman = 
stapling satisfaction. — . Long ) ine - an Pom amacting 
a wire. Ace uses only premium, p - ; 
oy - VISIT YOUR LOCAL STATIONER .. have him demonstrate accurately drawn-to-size steel wire. 
a a the full ACE Line of finer Staples and Stapling Equipment. FIGURE 2. . Shows the all-round steel wire after being 
wi Te treated by the ACE PROCESS. This gives maximum 
ee aa strength on the outer edge where it is needed most. 


_ 3 ~ : | - S000 NEw ImMPeOVED MO 2025 
. 7 | ‘ — 4 : a 
Rha » =: =_— STAPLES 

* : 5 ~— > 2 eee FOR USF 1M ACELINER ACH FL OT ane 
rm Z Z MACHINES USING STAMBAED Sine eraries 
ey ACE PILOT _ ? ; pg A ai. 


‘- ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE +» CHICAGO 13 
= 4 OFFICE MANAGEMENT AND EQUIPMENT May, 1951 
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Office 
Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Weather Again 


LAST MONTH on this page we 
talked about the weather-light tower 
on the big building of the John Han- 
cock Mutual Life Insurance Co. in 
Boston. This month we show another 
weather indicator—a great conveni- 
ence for New Yorkers—the weather 
star on top of the Mutual Life 
Building in New York. 

This star, 526 feet above the street, 
by its changing color forecasts the 
weather in the metropolitan area. 
Tied in with it are bands of light 
which move up or down to report 
temperature trends, and a “jump” 
clock with numerals 714 feet tall. 

It is quite fitting that these two 
great insurance companies should 
dramatize weather as they do, for 
weather is a vital factor in health. Of 
late years more and more offices have 
come to recognize this in a practical 
way by provision made for scientific 
heating, ventilating, and air-condi- 
tioning, and by other facilities affect- 
ing health, such as lighting, sound- 
conditioning, and eye-easing color 
schemes. 

Incidentally, both the Mutual Life 
and the John Hancock offices were 
honored in our 1950 “Office of the 
Year” Awards. 


Member of Audit 
Bureau of Circulations 
Member of 
Associated Business Publications 


M. A. Geyer, President; Donald McAllister, 
Vice-President and General Manager; Thomas V. 
Murphy, Editor; Hugh Ward, Advertising Direc- 
tor; John M. Smythe, Midwest Manager; Hes- 
kett K. Darby, Raffaela Pastore, Alistair P. 
Masson, Alvin M. Hattal, Robert F. Finnegan, 
Associate Editors. 

Advertising Staff, New York: James E. Neary, 
Jr., Eastern Manager; Fred Steinhilber, William 
H. Hasbrouck, Jr., Charles R. Rosengren, Ber- 
nard E. Neary. Circulation: M. T. Weeks, 
Manager. Production Department: James V. 
Quirk, Manager; Milton Sharon, Assistant Man- 
ager. Art Director: Joseph Hochfeld. 
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| VIOLA VANCE 


pe thom oo thal i Supervisor 


Business is a machine that depends on paper cogs! These cogs can 
help drive the business ahead, or get jammed and hold it back. 


For nearly 70 years Globe-Wernicke has been smoothing the opera- 
tion of paper cogs, helping to eliminate the friction and jams. 


Authoritative and helpful bulletins are yours for the asking—cover- 
ing several kinds of paper and records handling. 


Check the coupon to indicate your interests, and mail it (or have 
Viola do it); there’s no obligation. You can 

get the same material from your Globe- i 
Wernicke dealer, if you prefer. Find him in ~ 

your classified telephone directory, listed 


under “Office Furniture & Equipment.” For 
speed and convenience—mail the coupon to us. ; § 


The coupon below will also bring you 
“Our G/W Fam'ly Album,” a semi- 
facetious exposure of some character- 
istics of a few of the G/W 4,000 (more 
or less) offspring. 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records Cincinnati 12, Ohio 


Staanne. Nell d Nou / 


Send us promptly the special information on handling papers and records, checked helow: 


(1 Books—Catalogs (C Executives’ Records CC Visible Records 

( Card Records C) Filing Systems CI Visible References 
(_] Correspondence (C) Maps—Tracings—Prints C) Have salesman call 
Name Title 

Company 

Address City 

Zone____State. Just pin to letterhead and mail! 


BOOKS AND PAMPHLETS 


The patterns of living and thinking 
of 405 retired men, ranging from a 
man who retired at the age of thirty 
to a hardy oldster who waited until his 
eightieth year to give up work, are 
recorded for the first time as a guide 
to contented retirement in a new 
book Retire and Be Happy by Irving 
Salomon. Published by Greenberg, 
201 East 57th St., New York, at $2.59 
a copy, the book is believed to be the 
first cross-section of retirement based 
on actual research which has ever been 
produced. 


The author, who is actually retired, 
but still carries the title, is chairman 
of the board of the Royal Metal Mfg. 
Co., Chicago. He gave up active par- 
ticipation in that business in 1942, be- 
fore his forty-fifth birthday. 


To back up his point that retire- 
ment can be a wonderful thing, and 
that it should be indulged in as early 
in life as possible, Mr. Salomon pre- 
sents statistics on the high incidence 
of heart disease among the executives 
who head American industry. 


For instance, the medical director 
ot Standard Oil not long ago “exam- 
ined 290 executives and found that 200 
had medical problems, many of them 
cardiac troubles. General Motors had 
718 executives examined in 1949, found 
590 with pathological symptoms, more 
than 100 of which were heart disturb- 
ances.” 


Many men find that retirement is 
hard on them from the point of mental 
inactivity. ~Suddenly divorced from 
their life’s work they have nothing to 
do, no will to carry on, Mr. Salomon 
says. 

In order to present the successful 
formulas followed by several hundred 
men who planned their retirement, the 
author used the questionnaire method 
ix obtaining information. In quoting 
their replies, the book gives initials 
of the men, instead of names, to pre- 
serve anonymity. 

The status of the 405 men in the 
study was as follows: 109 have been 
retired from five to nine years; 66, ten 
t» fourteen years; 33, fifteen to nine- 
teen years, and 20, twenty years or 
longer. The average retirement age of 
these men was 66.27; the average age 
at the time of questioning was 73.33 
years. 

On the problem of health, fifty-three 
retirees among those who answered 
said their health was better now than 
at the time of retirement; forty-three 
said their health was poorer. The men 
questioned represent a wide variety 
of occupation and, geographically, are 
located in twenty-four states of the 
Union, the author points out. 

“Outstanding benefits of retire- 
ment,” the author feels, “are medita- 
tion—taking spiritual inventory of 
one’s self; making new friends, culti- 
vating your family, going places, read- 
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NOW...as never before... you need 


—AUDOGRAPH 


. 


Added 


Business 


Capacity 


to offset the threat of a personnel shortage! 


With the urgent needs of the Defense Program 
imposing a steady drain on business personnel, 
now is none too soon to provide the means of 
meeting the manpower problem. 


In the field of business communications, 
AuDOGRAPH dictation provides the means of 
increasing personal and office output. For the 
Added Business Capacity of AUDOGRAPH en- 
ables you to streamline your correspondence- 
handling all along the line. Prominent users of 
AUDOCRAPH report office volume output main- 
tained despite personnel losses as high as 30%. 


The pressure to produce is with us now! Before 
it imposes a serious threat to your manpower, 
mail the coupon as the most important step you 
can take for continuing to get things done 
in volume and efficiency. You’ll be time and 
money ahead for years to come. 


Dictating and transcribing 
ore E-A-S-I-E-R 


We regret that we cannot always deliver AUDOGRAPHS 
without delay. But demands have exceeded all prece- 
dent ...and these days we’re also devoting much of 
our efforts and raw materials to national defense 
work. So—if you’re waiting for delivery of your new 
AUDOGRAPHS — won’t you please be patient? You'll 
find them well worth waiting for! 


AUDOGRAPH sales and service in 180 principal cities 
of the U.S. See your Classified Telephone Directory— 


GO: 
GAUDOGRAPH = 


@ THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 
@ Send me Booklet 5-S —“Now We Really Get Things Done!” 


under “Dictating Machines.” Canada: Northern Elec- J Name eeeeeereree eeeeee COCR e eee eee eeeeeee 
tric Company, Ltd., sole authorized agents for the = “™ °******* ide 
Dominion. Overseas: Westrex Corporation (export 
affiliate of Western Electric Company) in 35 foreign we Title. ceccccsccsecsecess Firm. cccccscccecccccccccees Cee eeeeereneeeeeererees 
countries. 
TRADE MARK “AUDOGRAPH"™ REG. U.S. PAT. OFF. es Bree. coccvcccccccccccccccceccesccsocecccccesGhooccccccccccccccscovecees 
May, 1951 OFFICE MANAGEMENT AND EQUIPMENT 7 
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protect them with a 


UARCO Tool check System! 


iy With plants crowded with new people, it’s more than ever — 
: necessary to guard against tool loss. The price is just too high! 


Uarco Tool Check Register Forms stop this tool loss where 
; the old brass check and other systems won't . . . at the tool crib. 
And a convenient Uarco Register makes the forms easy to use. 


A typical tool check form has three parts: (1) for the 
% crib—this copy also serves as a receipt when tool is returned; 
(2) for the worker—his record to show tool is charged 
to him; and (3) for accounting—to record use, life and cost of 
the tool, as well as inventory. 


A single writing on the register makes all three. Each usually 
shows: tool’s name and serial number; worker’s name; job; 
time and date. The register revolves on a turntable for worker’s 
signature. Uarco prints these forms to meet any requirements. 


To see how this system will protect you, call a Uarco Representative. 
There’s no obligation—and you'll cut tool losses way down! 


Factories: Chicago; Cleveland; Oakland; 


irg, music, theatre, radio, television, 
sports and games, helping others, na- 


ture, hobbies, health, and achieve- 
ment.” 


Approximately 250 pages in length, 
Mr. Salomon’s book seems to be a 
thorough investigation of the retire- 
ment problem and one that should 
provide much concrete help to the 
man contemplating — or worrying 
about—retirement. 

If it lacks the answer to the one 
important question: “Where is the 
money coming from?” that can be 
excused perhaps with that glittering 
generality (which the author wisely 
avoids) that “money isn’t everything.” 


Volume 4, No. 4 of Industrial Train- 
ing Abstracts, a 50-page booklet edited 
by Roger M. Bellows, has been pub- 
lished by the Wayne University Press, 
Wayne University, Detroit. 

The handbook lists and briefly dis- 
cusses a variety of subjects of inter- 
est to personnel directors and _ all 
others interested in good manage- 
ment. 


Many of the topics discussed are ex- 
cerpts from published books, maga- 
zine articles, and papers presented at 
various management organizations. In 
each case, the author is listed, the 
number of pages, the date of publica- 
tion, and other pertinent information 
for those who might wish to make use 
of the material. 

The contents of this issue of the 
handbook, which is issued quarterly, 
include such topics as “Case Study of 
a Training Department,” by E. J. 
Bence; “Creative Leadership,” by Al- 
fred H. Williams; “How to Make 
Ideas Stick,” by Louis B. Allen; 
“Teaching Safety on the Job,” by 
J. L. Rosenstein, and “Readability of 
Fmployee Handbooks,” by Keith 
Davis and James O. Hopkins. 


A 35-page booklet on Clerical Cost 
Control Technique has been prepared 
by Paul B. Mulligan & Co., manage- 
ment consultants, 405 Lexington Ave., 
New York. The booklet presents the 
subject briefly but from every possible 


viewpoint. 


“During the last year,” says Mr. 
Mulligan, “a number of our clients 
have presented papers describing their 
company’s experiences with our Cler- 
ical Cost Control Technique. These 
have been reviewed, and selected ones 
have been published in this booklet.” 
The contents include papers on “Cler- 
ical Control,” by John G. Reynolds, 
assistant controller, Brooklyn Union 


Deep River, Connecticut; Watseka, Illinois 

UARCO Sales Representatives In All Principal Cities. Gas Co., and “Increasing Office Pro- 
eee eee ee ee ee eee eee eee ductivity Through Training,” by 
UARCO I rated Ser , } 
TED Room 1620, 141 W. Jackson Blvd. James W. Quigg, manager _of su- 
a Chicago 4, Illinois pervisory training, Air Reduction Co., 

: — - Please send samples of Uarco TOOL CHECK Register Inc. 
iy Busin For H — In an introductory note, Mr. Mulli- 
; - ' Name .cccoccccceccccecs coccece pebsbeuetneabusdsanseees ° on os “Thee Tecieal Paet ieatesh 
1 Farm cccccccccccce TTT T Tit gei_pliededdbtsaetdacecacns oe Technique described in this brochure 
H as Futicscdnennessasecersinatidedsstssssedcdecaes paar is a proven means of controlling the 
' - size of office forces in relation to the 
2 ' State.....++ evcece Perrrrerrerrrr retire t trier volume of wetk to ba Gina. Sack gar- 
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sonnel usually exceed reasonable re- 
quirements because there has been no 
factual and accurate means of determ- 
ining a ‘fair day’s work.’ Clerical Cost 
Control has succeeded in doing this 
with great economies and benefits in 
hundreds of offices in more than a 
score of prominent and _ progressive 
corporations.” 


What Private Enterprise Can Do is 
the title of a 29-page booklet written 
by Charles Johnson Post and pub- 
lished by the American Association 
for Scientific Taxation, Inc., Bayside, 
N. Y., priced at $1 a copy. 

In his discussion of unscientific 
taxation, author Post says “our evils 
arise not from the spending of taxes 
but in the discriminatory and stupid 
levying of them. 

“Private enterprise and private initi- 
ative are hampered by chaotic and op- 
pressive taxation. This taxation is 
against the business processes of pro- 
duction and distribution of the very 
wealth upon which our national pros- 
perity depends.” 

If business does not want prosperity 
it should fight shy of any form of sci- 
entific taxation. It should go on as it 
has through the centuries, looking 
neither to the right nor to the left 
though with perhaps an _ occasional 
glance backward. The choice for 
business is between science and ignor- 
ance—the same as it is for all of us. 

In this booklet, Mr. Post analyzes a 
study of New York City taxation 
based upon official records over many 
years. 


Individual businesses should do nei- 
ther too much nor too little planning 
for an atomic attack, the Research In- 
stitute of America, 292 Madison Ave., 
New York, advises in a 25-page 
memorandum, “Your Business and the 
A-Bomb.” While pointing out that 
the company’s time, and the defense 
effort can both be better served by 
concentrating on business instead of 
over-elaborate preparation, the Insti- 
tute warns that too little planning can 
be fatal. 

“Even if war erupted and Russia 
subjected this country to an atomic 
attack,” the RIA points out, “the 
chances of damage to any particular 
firm are slight. But the problems that 
would arise are so enormous if a 
bomb did hit that no alert manage- 
ment can afford to ignore the implica- 
tions. It must think in terms of pos- 
sible damage to its own property or 
to that of its suppliers and customers. 
Above all, it must plan in terms of 
adequate protection for its staff and 
work force.” 

While pointing out that Civil De- 
fense and emergency legislation will 
help to protect a company against 
bardships resulting from an unexpec- 
ted A-Bomb attack, the Research In- 
stitute’s report strongly urges its 
members to safeguard their positions 
by such measures as inserting a war 
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“... best seat 
I ever sat on!” 


“,..most chair for the 
money I ever saw!” 


“EINGER-LIFT” 


(Potent Pending) 


That’s the consensus of opinion among employers and 
employes, alike: Cosco ‘“‘Finger-Lift”’ Office Chair is a 
better seat—a bigger value! Foam rubber-padded, re- 
volving “‘saddle” seat raises or lowers—quickly, easily 
and positively—to any height between 16” and 20”... 
backrest adjusts three ways. Durable, washable, vinyl 
plastic upholstery on seat and backrest in green, brown, 
maroon or gray; all-metal frame finished in gray, brown 
or olive green baked-on enamel, or chromium. Life-time 
lubricated, soft rubber casters, with ball bearing swivels. 
Ask for free demonstration at leading office equipment 
dealers. Or write for dealer’s name: Cosco, Dept. OM-5, 
Columbus, Ind. 


Illustrated: Model 16-C, — = enamel finish. Also 16-D, brown 
enamel; 16-G, olive green enamel 
about $29.95 to $31.95 (lightly” higher in 
Western states). 


Posture Back 
adjusts 3 ways 


pe: 


tn oe. out ~~ 


depth of seat . 


a, &, 


Tilts freely to 
“follow” the back, 


HAMILTON MANUFACTURING CORPORATION - COLUMBUS, INDIANA 
Mokers of COSCO Household Stools, Choirs ond Utility Tables 
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THE NATIONAL CASH REGISTER COMPANY 
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Avtomaticclear signal. Gives 


with time-and-effort-saving features 
never before combined on one machine 


Subtractions in red. 


automatic printed proof of 
whether or not the machine was 
clear when the operator started 
to use it. 


Automatic space-up of tape. 
Spaces tape to correct tear- 
off position when total is printed. 
Saves time, effort, paper. 


Automatic credit balance. 
Actual minus totals are auto- 
matically computed, and print- 
ed by a single touch of the 
total bar. Prints in red, with 
CR symbol. 


i Full, visible keyboard. All 
i ciphers print automatically — 
H saving time, motion, and effort! 
Two or more keys can be de- 
pressed simultaneously. Amounts 
remain visible until added. 


Easy-touch 
of keys is practically effortless, yet 


sufficient to te’ 


The National Cash Register Company presents 
an Adding Machine designed to produce more 
work with greater accuracy and with less time 
and effort. Backed by National's 67 years’ ex- 
perience, and representing years of research, 
the NATIONAL ADDING MACHINE has time- 
and-effort-saving features never before com- 
bined on one machine. 


National’s superiority is due mainly to the 
many things it does automatically. What a 
machine does automatically, the operator can- 
not do wrong—that promotes accuracy. What 
a machine does automatically, the operator 
does not have to do at all—and that saves 


ee -_——_- 


Please have your local CITY...........-+- 


yy | DAYTON 9 representative give me a 


OHIO 


LOE lOO a, ail 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 
Please send me booklet NAME...............-5000+ BWocccseccccscesscss 
describing National Add- 

ing Machi (No obligation.) ADDRESS. .......ccce0e Ee 


free demonstration. RI 06.0 600.06 00 006:5 60 6.000.000405.000000086 00008 


To... ie ae SS ee 


Can never be mistaken for 
additions. Stand out promi- 
nently even after amounts 
have been “checked off” 
on the tape. Identified in- 
stantly, for everyone knows 
the meaning of red figures. 


Large answer dials. 
Always show the accu- 
mulated total in large 
numerals. Permit use of 
machine without tape. 


Heavy duty construc- 
tion. Compact for desk 
use. Portable enough 
to move about, yet rug- 
ged enough tocarry on 
through long years of 


key action. Depression hard service. 


ll you when you have de- 


pressed a key. Tensionis uniform 3 /20z. 


both time and effort. 

Check the features shown above against 
your present machine or method. They are ex- 
amples to give you some idea of the new heights 
of achievement reached in this National. But 
only by an actual demonstration, on your own 
work, can you fully realize how this remarkable 
machine will benefit you! 


Call your local National Cash 
Register Company’s office, or 
the local dealer for National 
Adding Machines,andarrange 
for a demonstration in your 
office, on your own figure 
work...or mail the coupon. 
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clause in all contracts; including a 
protective clause in labor contracts; 
lining up alternative sources of supply; 
planning alternate facilities for getting 
supplies, and safeguarding records. 

Single copies are available from the 
Institute without charge. 


The current issue, No. 22, of Paper- 
work Simplification, published by the 
Standard Register Co., Dayton, O., 
has many interesting articles all geared 
to producing better management con- 
trol. 

Probably one of the most important 
in these uncertain days is a feature 
story entitled “Plant Protection Urg- 
ent Now.” 

Discussing this topic, the magazine 
says “Hazards to industry may be 


much greater in any future war than 
ia World War II. It is ‘realistic’ to 
assume, say defense experts, that ef- 
forts are being made at present to 
collect all available information on 
our industrial plants vital to war. Es- 
pionage is the foundation upon which 
al! other enemy actions are based. 

“The Munitions Board has declared 
that denial of information to any 
prospective enemy is an_ essential 
means of defense. The responsibility 
for plant protection rests basically 
with management.” 

The article was illustrated with a 
few of the Board’s suggestions. They 
were taken from “Principles of Plant 
Protection”—a 24-page booklet that 
may be obtained by sending 15 cents 
in coins to the Superintendent of Doc- 
uments, Washington 25, D. C. 


olivetti 14” 


IMPROVED DESIGN 


FULLY AUTOMATIC 
printing calculator 


We take pride in the reception accorded the OLIVETTI 14/5! 


Printing Calculator by Ameri b 


adopt p 


, always ready to 


r ry hed 


Combining the features of a high-quality calculator and a 
high-capacity adding, listing and sub ing hine, togeth 


with fully 


printed record, 


ic ope and 


the OLIVETTI 14/5! answers this demand for greater efficiency. 
Request @ demonstration under your actual i diti 


ta 2 


Sales and service throughout the United States. — 


In a newly-published guide entitled. 
Tax Planning on Excess Profits, J. K. 
Lasser and William J. Casey have an- 
alyzed how 35 basic business steps are 
afiected by excess profits legislation. 
Tax costs are increased, for example, 
by such steps as retiring stockholders, 
retiring debt and buying stock on ex- 
empt bonds. 

Buying assets for cash does not pro- 
tect future income from excess profits 
taxes, while acquiring them for stock 
or notes does. Buying insurance on 
tle lives of officers does not cut the 
credit, and when the policies mature 
tle credit is increased. 

The authors make specific recom- 
niendations on dividend policy, inven- 
tory methods, capital structure, bor- 
rowing and credit practices, advertis- 
ing policy, and the handling of for- 
eign operations. 

One of the most interesting portions 
of the manual deals with the arith- 
metic of doing business under the 
excess profits tax law. Odds on a 
new business venture for a company 
not yet in the excess profits tax brac- 
ket are set at 1 to 2.3. On the other 
hand, say the authors, it is estimate: 
that a company in the 77% bracket 
faces odds of only 1.65 to 1, if addi- 
tional income will bring it into the 
ceiling rate of 62%. 

Other points which the book, Tax 
Planning on Excess Profits, brings 
cut are that a company which bor- 
rows money at 3% interest makes a 
profit at 1.34% on the borrowing 
aione, before the borrowed money is 
used to earn additional income. 

An excess profits company, the au- 
thors say, has to make $13 before 
taxes to service a 6% debenture, where 
it has to make $1,043.46 to service a 
6% preferred stock. 

When new buildings and equipment 
qualify for five-year charge-off as nec- 
essary for defense, excess profits tax 
cempanies will recover 15.4% of the 
cost in annual tax savings. 

Messrs. Lasser and Casey also show 
how a sale of buildings or patents, 
realizing today’s inflated values, can 
produce annual tax savings which 
quickly offset the capital gains tax on 
the sale. The new owners get better 
excess profits tax protection and high- 
er depreciation deductions. The origi- 
nal owner may find, according to this 
book, when he has proven the profit- 
ability of a patent or other property, 
that he takes too much of a “beating” 
from the excess profits tax. A new 
owner, willing to invest money in a 
now-established property with much 
of the risk removed, will have a more 
favorable tax position. The authors 
stress that this is the kind of thing 
which is pivotal to business negotiat- 
ing and trading while the excess 
profits tax remains in force. 

The bulk of the book shows how 
financial executives and their profes- 
sional advisers can study through 
twenty separate options available to 
them in developing the excess profits 
position and liability. 

Working through a_ hypothetical 
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“syervonPminks nour RED TAPE... 


is NO ONE EVER DOES ANYTHING ABOUT IT!” 

§ 

e Pore’ s the exception that 
‘ proves the rule... 

: 50 pages of tried and proven 

: know-how on paper work and 

2 record-keeping control. 


Clinical, detailed information— 


which makes it easy for you to— 


@ CUT OUT PAPER WORK 
@ CUT DOWN PAPER WORK 


@® CUT BACK RECORD-KEEPING 


p SEND FOR If TODAY! 


pane a wee. —_—— 
T 


National Records Management Council 
337 West 27th Street, New York 1, N. Y. 
Please send me a copy of TARGET: RED TAPE. 
Enclosed find check/money order for $2.00. 


National Records Management Council 4 itienahinidissntncinwciaenileienmaeiimebivlilain 
a consulting service—-non-profit professional a 

! 337 West 27th Street 

New York 1, New York 


NII 2 icc doucecdtcigiveseieaneeenvecon Gov cco ia een teneel 


0 Re ee oe ee ERM A een eee 


PPVeTETOETI TIT Terere eerie eerie rr ee rr 


; en ;,,, 
ion eee 
i 
| 
} 
/ 
| 
a 
' 
“ * ae a 
oe . re he 
} os f i ‘ , “a be “4 
: 1D TAPE = 
hs : a 
} Pe 
ee \ 
: : i: : a —— 
x 1 
Be % ! 
i 
1 
I 
x ! 
1 
Be 1 
é 
eis ! 
& 1 
he I 
Xs 1 
pest ‘ Be a eee - — mea aes se acs nr ae eee ee 
8 “es oes ee Pe FOES Co Pi ie: ee OP ee es oe 
| May, 1951 OFFICE MANAGEMENT AND EQUIPMENT 13 
a eee ee ae ee ei ~ a a A ae: ea nl A * mn _ ei a it 
F . os " i. + 4 q ES z aes : a ale a _ = 


‘ 
ss 


One to twenty 


TELEVOICE Stations 


oS 


connect to 
the EDISON 
TELEVOICEWRITER 


The world’s Smallest! Handiest! 
Simplest! at 


An Edison first, perfected after more than six 


~ Instrument! 


Y, | the cost! 


years of proof on the firing line! Winning the 


most sensational acclaim in the history of in- 


strument dictation! Easy to use as a telephone! 


Complete, remote control by push-buttons! 


“Delivers” 


dictation to EDISON TELE VOICE- 


WRITER at secretary's desk. Cuts cost of instru- 


ment dictation as much as 6624%! 


dison TeleVoicewriter 


The Televoice System 


GET THE WHOLE STORY—NOW! Send for 
this new descriptive booklet. Or, to 
arrange for a demonstration, call ‘‘EDI- 


PHONE”’ in your city. In Can- 
ada: Thomas A. Edison of Can- 
ada, Ltd., Toronto 1, Ontario. 


Q Edivon. 


INCORPORATED 


14 


a tine 
yelevort® 


SSCS LESS 


EDISON, 26 Lakeside Ave., W. Orange, N. J. 
Okay—send me a LINE ON TELEVOICE. 


NAME 


1806— 


COMPANY 


ADDRESS 


situation, the authors have also filled 
in the excess profits schedule, together 
with work sheets and supporting state- 
ments. In the illustrations it is shown 
how the company’s earnings as re- 
ported in their tax returns for 1946- 
1949 may be increased, how growth 
relief may improve the company’s in- 
come credit, how establishing an ab- 
normality in one of the 1946-1949 
years may produce a higher invested 
capital credit than the historical meth- 
od, and how elimination of abnormal 
income can “cut the tax.” 

Tax Planning on Excess Profits, is 
published by Business Reports, Inc., 
225 West 34th St., New York. Housed 
in a ring-type leatherette binder, the 
manual is priced at $24, including all 
supplementary material. 

Subscribers to the firm’s  semi- 
monthly news letter, J. K. Lasser Re- 
ports, are entitled to a reduced pur- 
chase price of $20. 


With the growing use of motion 
pictures in industry as a selling tool 
as well as for employee recreation and 
training programs, management is 
finding still another way to put movies 
to work. Time and motion studies, so 
essential to modern wage incentive 
plans, can be simply and effectively 
performed with the aid of motion pic- 


| tures. 


Measure Time Accurately, a new 


| 20-page booklet published by Bell & 


CITY , yp RR 
OFFICE MANAGEMENT AND EQUIPMENT 


Howell Co., 7100 McCormick Rd., 
Chicago, has been designed to ac- 
quaint business executives with the 
“advantages of the film method of 
time and motion study.” 

In the factory, office, shop, or ware- 
house, movies may be made of any 
operation, says the company. With a 
telephoto lens close-up pictures can be 
taken without moving the camera 
near enough to distract the operator 
of a machine. 


The film can then be projected, and 
an analysis made, at leisure, away 
from the job. The camera is impar- 
tial, recording only actual perform- 
ance. Films can be stopped or run 
over again and again to clarify or 
evaluate any point. Split seconds can 
be stretched into minutes, whirling 
machines slowed to a crawl or even a 
complete halt. False or unnecessary 
movements, not seen in actual oper- 
ation, stand out clearly, the booklet 
states. 


Teaching new employees motion 
economy is a natural tie-in, says Bell 
& Howell. Large or small groups can 
be instructed at one time, away from 
factory operations, where they might 
slow production. By running film at 
slow motion, then gradually speeding 
it up, correct methods are clearly il- 
lustrated. 

Then, too, experienced employees 
who might resent or resist changes 
can be convinced by before-and-after 
motion pictures, the manufacturer 
adds. 

Employees who dislike time and 
motion studies made with a _ stop- 
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Do you know how many separate writ- 
ings you require to get your orders ship- 
ped and billed? 


Have you investigated recently to see if 
writings are being made which can be 
eliminated? 


Are the orders sent in by your branch 
offices or salesmen rewritten in your 
office? 


Are shipping addresses retyped on your 
bills of lading? 


Are these same addresses again rewritten 
on your tags and labels?...............ssssssseses 


Are your invoices written separately from 
your shipping orders? 


When a partial shipment is made do you 
write a new shipping order to cover items 
back-ordered? 


Do you write a new set of billing copies 
covering each back order shipment?........ 


Do you post each individual invoice to 
your accounts receivable ledger?.............. 


IT1O 


TRADE MARK REG, U, S, PAT, OFF, 


OFFICE MANAGEMENT AND EQUIPMENT 


Yes] No[] 
Yes[] No[] 


Yes[] No[] 
Yes[] No[] 
Yes[] No[_] 


Yes[] No[_] 


Yes[_] No] 
Yes[] No[] 


Yes[] No[] 


.»- SAY EMINENT BUSINESS 


EXPERTS! 


DITTO, Incorporated 
644 S. Oakley Bivd., Chicago 12, Ill. 


Would you like us to send you folders which illus- 
trate how you can eliminate all retyping, on original 
and back orders, eliminate posting to accounts receiv- 
IEE snccacsclesstrmietiosinciasionnasaptemicdiaabumnteints Yes{| No[] 


If answer is Yes’’, fill in and mail to: 


Ditto, Inc., 644 S. Oakley Blvd., Chicago 12, Ill. 


Name. 

Firm Title 
Address. 

City Zone State 


rea 
Better a3 YES io question 10 
yniess you c4® say NO to questions 
3 through 9: 3g 
a 
r 
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Oo F A $8 8.2.5 


a sale is made 
not born 


Ana there are many things that go into making a sale. Take 


my new CRESTLINE Office, for instance . . . as sales manager 
I know what it does for a sale when I bring a customer in. It 


shows we are modern, efficient . . . a good place to do business. 


ru In every type of sale it always pays to put your best foot for- 


ward. That’s why I insisted on CRESTLINE Office Furniture. 


A LINE TO BUILO ON 
e 


SECURITY STEEL EQUIPMENT CORP. 
AVENEL, NEW JERSEY 


16 


watch, enjoy “acting” in movies. See- 
ing himself on the screen in slow mo- 
tion allows an operator to observe 
lis own work, check his time by count 
ing frames, and detect waste motions. 
The pictures are “completely convinc- 
ing” and help arouse the employee's 
interest in improving his own work 
methods. 

Previous experience is not necessary 
to operate time and motion study cam- 
eras, says Bell & Howell, but for 
those who do want help in the use 
of their equipment, the company has 
a nation-wide network of trained vis- 
ual aid experts available. 


The fourth revised edition of its 
Manual of Record Storage Practice 
has been issued by the Bankers Box 
Co., 720 South Dearborn St., Chicago. 
First published in July of 1938, this 
pocket-size book has since become a 
popular and most valuable tool for the 
filing department of many top-flight 
organizations throughout the country. 

The current edition, containing some 
23 pages, covers such important sub- 
jects as file department organization 
for dealing with problems of record 
destruction and retention; the impor- 
tance of indexing in storage filing: 
transfer methods; shelving for record 
rooms, and ways in which records 
may be disposed of. The manual is 
amply illustrated as well. Another 
feature is that the book is fully alpha- 
betized and for each subject so listed, 
a suggested period of retention is 
given. 


The manual is designated No. 977. 


CATALOGS AND BROCHURES 


Mindful of the big job photocopying 
can do during a period of national 
crisis, the American Photocopy Equip- 
ment Co., 2849 North Clark St., Chi- 
cago, has prepared a 16-page booklet 
explaining photocopying and its uses 
in industry. 

Especially written to tell business 
executives what photocopying is, what 
it can copy, and how it is used, the 
booklet is abundantly illustrated with 
photographs and charts. For example, 
cost comparison charts compare photo- 
copy with manual re-copying and with 
commercial photo-print. 

Although the supply is limited, says 
the company, it will mail copies to 
those requesting one on their business 
letterhead. Address the company’s 
business methods division. 


According to the Safeguard Corp. 
cf Lansdale, Pa., manufacturers of 
check-writers, records indicate that 
90% of the mounting number of check 
forgeries are perpetrated against small 
merchants, professional people, and 
the remaining 10% against banks. 

The Safeguard company also _indi- 
cates that the lack of cooperation in 


OFFICE MANAGEMENT AND EQUIPMENT May, 1951 


a OFFICE VIGNETTES #¢3) mm | 
Sa ' | 
a i | 
: ai — + 
a) 
- “2 # | 
A] | | | 
thn 
> | | | 
is ee ae ee ss is k b, 
, . FS aa me # i 
ian > et oe eae ie os 
? a 
% g : — 
{ -_ u : ’ fs i > cm ft 
‘ F nk - : COS 5 , — ae “4 gree ae . a la 
Pog : re ae © re i. >. . > 
ae | 2 ae 3 _— — Wee kn ee.” Sys ey, 
7 Te a Ne me - Mae : * = pa an 
ae a a — Se den, his 
aon 
4 Oe 
+ 
= ee 
a = | 
Te 
4 ee | 
| 
es 
i © = | 
* 3m | 
* << | Ree is I - 
ll NY, —a | 
a ige - a 
1g | Po an a. 
a Cd “i — 7 
: iad 2 i q be i oy Fost a 
Eos A Poe - ae ic a ee ae J alla fe 
, as “a r ee as a Be? fons 


Shor ten office work with long-length 


La - —saemm TAPE 


| Tightost ticking | 
tape of all / 


Comes in 1296” rolls i office 

i use with special desk dis- 
pensers. Also available in 
2592” rolls with larger 
dispensers. 


You'll use it. The gals use it. It’s perfect for 
attaching, hinging, sealing— patches anything 
from torn pages to torn fingernails! 


First 
thought 
in Ping ! 4 


Use long-length 
TEXCEL Clear 
Cellophane Tape 
to repair, mend 
territory maps, 
charts, calendars— 


REGIONAL SALES MAP 


TEXCEL-44 Clear Cellophane Tape will seal almost anything. 
nearly any package, can, carton, container, Good idea to keep a 
wrapping or bag. Use it at the desk, in the 25¢ dispenser at every 
mailing room—all ’round the office. desk too! 


"esa oe | “EXCEL 
dispensers , ) Senin Essential 

emt scvuttin™ | CELLOPHANE TAPE 
; unrolls easily and 


INDUSTRIAL TAPE CORPORATION 
quickly. 


NEW BRUNSWICK, NEW JERSEY 


Also makers of a complete line of 
(®PERMACEL Pressure-Sensitive Tapes 
for industry. 


15¢, 25¢, 39¢ SIZES 
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HOLDS 40 TIMES 
MORE INK 


” ORDINARY 
5 1 MOUNTAIN PEN pp. 


aS Choose your /, 


ee own individual 
point style from the 


ae world’s largest Point 
Been selection. instantly 
renewable 
in case of 
*"Ink-Locked” damage. 
against accidental 
spillage. Can’t leak. 
Won't flood. 
Base holds 


40 times more 
ink than regular 
fountain pen desk 
sets. Fill it once 

. +» write for 
months. 


Choose the 
right point 
for the way 
YOU write. 


DESK PEN SET 


Here’s the set for YOU... Esterbrook 444... the 
desk pen set that lets you choose the precise point for 
your kind of writing .. . no matter what you write... 
or how you write it. Select your point and get a per- 
; sonal demonstration at any pen counter. 


ee 


esd 


THE ESTERBROOK PEN COMPANY 
CAMDEN 1, NEW JERSEY 


COPYRIGHT 1951, THE ESTERBROOK PEN COMPANY 
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protective measures by the public is 
less than understandable considering 
the fact that check protection costs are 
small. 


To point out the advantages of low- 
cost check protection, the company 
has available a booklet entitled Be 
Wise, one in question and answer 
form, which is available from them. 


A new catalog, No. 51, illustrating 
and describing four legal-sized and a 
Mini-model postcard duplicator, is 
available from the Vari-Color Dupli- 
cator Co., 500 South Lincoln, Shawnee, 
Okla. 


A series of Subject Bulletins con- 
taining data from the 1948 Census of 
Business will be issued between April 
and August of 1951, says the U S. De- 
partment of Commerce, Bureau of the 
Census. The 1948 Census of Business, 
the first taken since 1939, was con- 
ducted during 1949 and was an enum- 
eration of the retail, wholesale, and 
service establishments in continental 
United States, Alaska, and Hawaii. 

The Subject Bulletins will provide 
final figures, not previously released, 
ov a variety of subjects such as in- 
ventories, sales size, single unit and 
multi-unit businesses, and credit situa- 
tions. 

The Bulletins will consist of a sepa- 
rate series for each of the three 
major trade divisions—retail, whole- 
sale, and service—covered by the Cen- 
sus. A _ single bulletin covering all 
subjects for all three trade divisions 
will be issued for Alaska and a similar 
one will also be issued for the Terri- 
tory of Hawaii. 

Information regarding these Bulle- 
tins can be obtained from any Com- 
merce Field Office or from the Super- 
intendent of Documents, Government 


Printing Office, Washington 25, D. C. 


SIMPLIFIED MACHINES 
PLANNED 

Office equipment manufacturers are 
considering further simplification of 
their products to ease problems aris- 
ing from shortages of skilled machine 
operators, said the New York Times 
recently, quoting James G. Romero, 
division manager of the Underwood 
Corp., who addressed the Office Ex- 
ecutives Association of New York 
at a recent luncheon. 

“The present national emergency,” 
said Mr. Romero, “simply does not 
allow business and industry the needed 
skilled personnel or the time to train 
less skilled operators to handle to- 
day’s intricate machines. Therefore, 
the machines may have to be simpli- 
fied to allow operation by semi-skilled 


| workers.” 


Donald Hamilton, Jr., an executive 
of the Thomas A. Edison Co., out- 
lined for the Association members 
steps underway to produce simpler 
and more accurate data that may be 
processed and recorded by fewer and 
less skilled machine operators. 
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We have a full line 
of proposal covers 
in Leatherette and 


other finishes. Em- @ 


bossed with or with- 
out border and Title 
Plate, also available 
with Acetate win- 


dows in place of * 


Title plate. 


Furnished in two 
styles with or with- 
out fasteners. 


Five different price 
lines for every cus- 
tomer requirement. 


NO. 11-13-50 


PRINTED IN U.S. A. 
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The especially designed built-in double tongue 
fasteners with metal eyeleted binding eliminates 
loose staples. This insures firm and neat com- 
pression. For sale by stationery stores everywhere. 
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4 mead MANUFACTURING CO., INC.- HASTINGS, MINNESOT 
es FOR SALE BY STATIONERY STORES EVERYWHERE 
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SMEAD’S TELL-1-VISION SYSTEM 


REG. VU. S. PAT. OFFICE 


wAmE 


READS LIKE A 800K 
LEFT TO RIGHT - 


By using Smead’s Tell-I-Vision filing system, you con = 
reduce filing time. The alphabetical-color signal 


system for finding — and the numerical-color signal with 


system for replacing — make filing easy, fast, and (7, 7 /, (2. 6 a / bs 


accurate. 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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BROOKS HEADS M.|I.T. 
MANAGEMENT SCHOOL 
Edward P. Brooks, vice-president 
and director of Sears, Roebuck & Co., 
has been chosen to head the new 
School of Industrial Management at 
the Massachusetts Institute of Tech- 

nology. 

The appointment of the Chicago 
industrial executive as dean of the 
school, which is to be _ established 
with the $5,250,000 gift of the Alfred 
P. Sloan Foundation, Inc., was an- 
nounced by Dr. James R. Killian, Jr., 
president of M:I.T., to Chicago alum- 
ni at the Hotel Bismarck in that city, 
recently. 

Mr. Brooks goes to his new post 
in September, and the school, which 
is expected to give a new dimension 
to management as an academic field, 
will open by the fall of 1952. 

In announcing Mr. Brooks’ appoint- 
ment, Dr. Killian outlined plans for 
the school which have been under 
consideration for some time. “The 
program,” he said, “represents, we be- 
lieve, the most advanced concept of 
education and research on the prob- 
lems of administration in technical 
industry. 

“Our objective is to capitalize on 
the broad resources of science and 


engineering at M.I.T. by correlating 


them with the complex problems of 
industrial administration. If this is 
well done, we can hope to contribute 
in the most effective way, through 
instruction and research, to a broader 
status and higher scientific level of 
industrial management. This program 
calls for recognition that modern 
management has achieved the status 
of a science, and it calls for imagina- 
tion and bold exploration based on 
the highest professional standards of 
teaching and research. 


“A Proven Leader” 


“The dean of the School of Indus- 
trial Management must be a proven 
leader with qualifications beyond the 
usual requirements for academic posts 
of this kind. He must have compre- 
hensive industrial experience and a 
basic understanding of engineering as 
well as business methods. Further- 
more, he must have the capacity to 
translate that experience into an edu- 
cational program. 

“In Mr. Brooks we have found a 
happy combination of those qualities 
which we believe to be so important 
for organizing and administering the 
school. He not only has a thorough 
knowledge of modern industrial man- 
agement and maufacturing procedures, 
but what is equally important, a basic 
understanding of the relationships of 
human beings within an organization, 
as well as the relationships and mu- 
tual obligations of business and so- 
ciety. 

“Our Department of Business and 
Engineering Administration and _ its 
flourishing courses. will, of course, 
become. an important part of the new 
program,” Dr. Killian added, “and its 
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IDEAS FOR SPEEDING OPERATIONS...BY 


erwor 


Pap k Simplification 


Feeding- 
aligning devices: 
THE REGISTRATOR 


Teletyped ORDER is written at a distant mill, on duplicating-master form. 


The instant an order is typed in the home office, many mill 
copies can be reproduced for manufacturing, packing and ship- 

ing departments to schedule work (PS. 21). Here’s only one 
idea of how paperwork can speed—not retard—operations. 
PS. magazine* details other examples. 


Paperwork Simplification is being directed today to helping 
our customers get the most out of their Standard Register form- 
systems. Standard’s representatives, analysts, form designers, 
servicemen are concentrating on re-examining systems... 
against these three prime objectives: 


Advances form into 
new writing position 
in one motion 


DUAL FEED 


Registers 2 different 
forms for 1 continu- 
ous typing operation 


A. Develop the best procedure. Does every step serve an im- 
portant purpose now? What new needs must be met? 
B. Simplify the writing method—to get more out of present 
business machines, save manpower . . . by means of 

auxiliary devices, form handling equipment, etc. 
| C. Design the most efficient form. Incorporate a duplicating 


master, for instance, to speed defense-contract billing 
work. (PS. 22) 


Sign, date, number, 
trim, tear off, stack 
Kant-Slip forms 


* “PS.” ideas and information are available to all. Write for 
copies of Paperwork Simplification (PS.) and the ABC book. 
The Standard Register Co., 4305 Campbell St., Dayton 1, Ohio. 
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Wiltshire Modern Conference Desk for the Ex- 


ecutive. 


for you CD = 


land your staff 


UY, 


Also Available Without 9°" Overhang. 


mm = DOUBLE! 


today. 


CROWDED? Send ten cents for Im- 
perial's Office Planning Guide to help 
you redesign your office for more space. 
Guide is complete with floor plan, cut- 
out, helpful advice. 


Buy one, get one free! 
Wiltshire Modern Conference Desk. 
tain this luxurious piece of office furniture you ac- 
quire a spacious executive desk and a full-sized 
conference table where your staff can sit in comfort. 
You eliminate the need for a conference room, for 
This is only one of the great 
money-saving, time-saving, space-saving features of 
See them all at your dealers 


additional furniture. 


Wiltshire Modern. 


wiltshire modern serves you 


that's the story of the 
When you ob- 


= 
Emperscial 
desk company 
EVANSVILLE 7, INDIANA 
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Ft Lesson In Logistics! 


732% More Envelopes... 


are being made today than in 1939. Into these billions 
more envelopes are going the country’s increased 
economic and production progress — more government 
orders, more product packages, more correspondence, 
more invoices, more checks — more business. 


And Still Not Enough... 


because of paper scarcities, government needs and in- 


creased customer demands. 


An Envelope Shortage... 


exists when you need even a single envelope and it isn’t 


there 
you need. 


Can Be Avoided... 


an over supply when you have one more than 


if envelope requirements can be anticipated in time fot 
longer delivery schedules and if only envelopes actually 


& needed are ordered. 


f wall Home of Mint-E-Seal the flavor flap. 


ENVELOPE COMPANY 


1 Envelope Terrace, Worcester 4, Mass. 
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| tabulating machine operations. 


activities will be extended in scope 
with a view to developing a self- 
contained unit concentrating on the 
specific problems of industrial man- 
agement.” 


SUBURBAN STORAGE SPACE 


BOUGHT 
The Phelps Dodge Corp., New 
York, has recently purchased the 


Thomas Fortune Ryan estate in Suf- 
fern, N. Y., according to the New 
York Times, and will use the main 
house for storage of its records. Thus 
another company has joined the ranks 
of those who have removed or are con- 
templating the removal of their impor- 
tant records to places outside the City. 

The Ryan property, including twen- 
ty-five acres, a garage, barn, and 
was purchased at an undis- 
closed price. Renovation of the main 
building was begun on April 8th, and 
was expected to be completed speedily. 

Following the remodeling, a Phelps 
Dodge office manager and _ thirty 
cierks will be transferred there, ac- 
cording to J. M. Hawkins, controller 


of the company. 


MACHINES TO KEEP 
WELFARE RECORDS 


Henry L. McCarthy, who is slated 
to become Welfare Commissioner of 
New York when Raymond M. Hil- 
hard’s resignation becomes effective, 
recently stated, according to the New 
York Times, that the department ex- 
pected to complete a change-over from 
hand methods of keeping records to 
The 
change-over would be placed in effect 
in six of the largest welfare centers 
by July Ist. 

Mr. McCarthy said the six centers 
were responsible for the disbursement 
of about half of the $160,000,000 ex- 
pended by the department annually, 
and that when the change-over was 
extended throughout the department 
the improvement in administration 
would mean a “tremendous saving in 
taxpayers’ money.” 

Mr. McCarthy’s statement followed 
published reports that the Welfare 
Department was renting machines 
from the International Business Ma- 
chines Corp. at a cost of $75,000 a 
year and letting them stand idle. Ac- 
tually, according to the Times, the 
department has spent less than $6,000 
for the machines since the first one 
was rented last September, and the 
$75,000 annual rental provided in the 
budget which becomes effective next 
July 1st will be more than balanced 
by savings. 


PROGRESSIVE EDUCATION 
—GOOD OR BAD? 


A debate on “Progressive Educa- 
tion and Business Careers” sponsored 
by the Office Executives Association 
of New York, and held recently at the 
Belmont Plaza Hotel, before an audi- 
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TODAY’S 
BUSINESS 


has 


no TIME to 


Speed is the essence of production 
and commerce! Detours caused by 
manpower shortages and bottlenecks 
must be avoided! Interdepartmental 
Communications—orders, exchange of 
ideas, confidential instructions — all 
must be fast, direct, without needless, 
time-wasting detours. 


Kellogg SELECT-O-PHONE answers 
every requirement. Automatic, need- 
ing no operator and independent of 
your outside switchboard, SELECT-O- 
PHONE handles inside telephone traf- 
fic, greatly augments your city phone, 
knits your organization into a closer, 
smoother-running, more efficient unit. 
Write Today for Complete information 

Get the facts! You ewe it to yourself and 


business to find out all about SELECT-O- 
iE. Write Dept. 17 E, SELECT-O-PHONE 


Division, Kell Switchboard and Supply 
Co., 6650 S$. , &. Ave., Chicage 38, til. 


Select; O-Phone, 


THE /S(O€ VOICE OF BUSINESS 


KELLOGG 
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ence of some 400 educators, business 
executives and professional vocational 
guidance people from Pennsylvania, 
New Jersey, Connecticut and Metro- 
politan New York, developed some 
interesting and hard-held views by 
not only the speakers but the audience 
as well. 

Dr. Anthony J. Ferrierio, speaking 
for the affirmative, pointed out that 
the repressive influences of old-style, 
formalized education was not only 
avoided in present-day progressive 
education but the child's latent abili- 
ties are better directed and more com- 
pletely utilized. The chief reason for 
this, he asserted, was the fact that 
progressive education shifted the em- 
phasis from subject matter to the 
child. 

It also placed greater meaning on 
vital, meaningful experiences that 
bear significance to the child’s needs 
and abilities. The path of all learning, 
he said further, lay in correlating ex- 
perience gained from effect and satis- 
faction of vital needs. As a means of 
bringing this about, progressive edu- 
cation is well on its way toward prov- 
ing both practical and successful. 


Albert Davis, field counselor for 
New York City’s Big Brother Move- 
ment, took the negative and centered 
his attack on progressive education’s 
lack of moderation and seemingly 
complete failure to produce well-ad- 
justed and well-educated pupils who 
could subsequently be fitted into so- 
ciety and the business world. 

Standards and selection of pupils 
and their aptitudes, as well as prog- 
ress ratings and tangible accomplish- 
ments, coupled with definition and 
degrees of preparedness, were all dis- 
cussed from the floor following the 
debate and moderated by Dr. Hous- 
ton Peterson, Professor of Philosophy 
at Rutgers University. 

The debate was one of a series 
held by the Office Executives Associ- 
ation’s educational group and _ the 
Advisory Council on Business Educa- 
tion for the Superintendent of Schools 
of the City of New York. Elmer L. 
Helm, Shell Oil Co., serves as chair- 
man. 


STOCKING SAFETY 


That bane of all white collar girls 
—the snagged silk stocking and ruth- 
less “run” caused by old office furni- 
ture—has at last won the attention 
of furniture designers, and they have 
done something about it, according to 
the Royal Metal Mfg. Co., Chicago. 

In this age of metal-everything-else, 
it’s natural that the answer to the 
rising wail of female office workers 
should be found in metal furniture, 
says Royal. Now coming off the pro- 
duction lines are metal chairs, tables, 
and other office furniture of formed 
steel finished in baked enamel, what 
with chrome in many cases “having 
gone off to war.” 

This new furniture is “so smooth 
and free of rough corners, edges, 
points, and curlicues that not even the 
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@ Whether in office or plant, 
Fedders Electric Water Coolers 
contribute to health and effi- 
ciency of workers everywhere. 
Long experience and research 
by medical, production and 
labor authorities prove the im- 
portance of ample, accessible 
and perfectly cooled drinking 
water. 


Mail this Coupon to 


FEDDERS-QUIGAN 


Co 
Dept.OM-11— 57 Tonawanda St. 
Buffalo 7, N. Y. 


Kiedy send specifications of Fedders Elec- 
tric W ater Coolers to my personal attention. 
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most delicate nylon or silk threads 
can start a run for cover. As a result, 
it is predicted that broken office 
morale will be repaired, secretaries 
will again be able to swear like ladies, 
and the national debt for hosiery re- 
placements will decline with a bang.” 
Smartly styled and said to be abso- 
lutely splinter-proof, the new furni- 
ture offers additional advantages, it 
is said, in greater strength and dura- 
bility against hard office usage. Ad- 
justable backs on the chairs, too, are 
said to be an added safeguard to 
correct posture and better health. 
But the biggest contribution, it 
would seem, is their “stocking insur- 
ance” and if they perform as promised 


in this department of their design, 
today’s white collar girls will ask no 
more! 


DEFENSE PLANS CREATE JOBS 


America’s defense activities are cre- 
ating many job openings for account- 
ants and bookkeepers, according to a 
recent survey prepared for the Vet- 
exans Administration by the Bureau 
of Labor Statistics of the U. S. De- 
partment of Labor. 

The survey, describing the employ- 
ment outlook in 91 occupations affec- 
ted by defense mobilization, is being 
used in counseling veterans planning 
to train under the GI Bill and Public 
Law 16 (for the disabled), V-A said. 


right before 


Remington Rand 
INE-A-TIME copyholder 


Here’s the brand new Line-a-time...ready to 
help you get faster typing than ever before— 
boost office output to meet production line 
requirements. 

The new Line-a-time sparkles with features 
for still easier typing...assures correct “right 
before your eyes” reading. Exclusive Trans- 
vue line guide indicates the line being copied 
and lets you see ahead to spot copy changes. 


Business Machines & Supplies Division 
Room 2072, 315 Fourth Ave., N. Y. 10 
(1 Send folder RSL 212 on the new 
Line-a-time’s many advantages. 

(C Arrange a no-obligation demonstra- 
tion of the new Line-a-time in my 
office. 


New Space-celector gives you single, double 
or “free-wheeling” spacing. Exclusive “no 
fumbling” Turn-a-page Pocket makes pages 
easier to turn and hold in position. And it's 
Light-Conditioned—a twist of the knob sets 
copy to the right angle for maximum light- 
ing and readability. 

Banish strain and fatigue...increase typing 
production measurably with Line-a-time! 


free brochure—yours 
for the asking— 
shows in detail how Line-a-time cor- 
rect vision “right before your eyes” 
transcribing eliminates typing aches 
and pains. Makes faster, more accu- 
rate typing a certainty in your office. 
Send the coupon. 


“The strong competition which ex- 
isted among inexperienced account- 
ants in early 1950 in most localities 
is expected to be reduced as the de- 
fense program gets underway,” the 
survey said. It explained that new 
openings can be expected because of 
expanding defense production, an in- 
crease in the size of the armed forces 
and rising Government employment. 

Best chances at jobs for newcomers 
will go to those with college degrees 
and courses in business administration 
as well as accounting, the survey pre- 
dicted. 

The demand for Certified Public 
Accountants was “strong” in early 
1950, and continued gains in employ- 
ment are expected for some time to 
come, the report said. One reason, it 
added, “is the growing emphasis on 
scientific management.” 

Job openings for bookkeepers have 
resulted from two major causes, the 
survey said. One is the high rate of 
turnover in this large occupation. The 
other is the rapid expansion of defense 
production, and its accompanying de- 
mand for persons to fill routine book- 
keeping jobs. 

Today’s trend, the report points 
out, is toward breaking down book- 
keeping functions into office-machine 
operations and other routine clerical 
jobs. “The vast majority of openings 
in the bookkeeping field will be of 
this nature,” it states. 


TODD STEPS UP DEFENSE 
PROGRAM 


An intensified program of branch 
plant expansion and decentralization, 
aimed at safeguarding its customers’ 
sources of supply against possible 
enemy attack was announced recently 
by the Todd Co., Rochester, N. Y., 
manufacturer . of protected, insured 
checks. 

The program gained new impetus 
on April Ist when the company occu- 
pied new and enlarged facilities in 
Chicago. More than $600,000 is in- 
vested in the total program to date, 
according to A. Richard Todd, execu- 
tive vice-president in charge of manu- 
facturing. 

“Aim of the decentralization plan, 
which has been greatly accelerated 
since heightened international tension 
has raised the possibility of enemy 
attacks, is to provide Todd check cus- 
tomers in any part of the country 
with ten independent sources. of 
supply,” Todd said. The company 
manufactures ABC payroll checks and 
other types of checks for banks, busi- 
ness, and governments. 

Until recently, the nine Todd 
branch plants have been limited in 
the kinds of printing they could do 
and the types of check they could 
manufacture. When the expansion 
and decentralization program: is com- 
pleted, each branch will duplicate as 
closely as possible facilities of the 
main plant in Rochester, so that each 
branch can operate independently of 
the home plant and of other branches. 
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PUNCHES sheets and covers of ony size 
or weight, quickly, accurately 


BINDS up to 250 books an hour with 
colorful GBC plastic bindings 


\BIND THIS MODERN WAY 
right in your own OFFICE 
or plant 


Add prestige ...color...atten- 
tion-compelling appearance to 
reports, presentations, catalogs. 
GBC plastic binding equipment* 
quickly ...easily... economically 
binds loose pages of all sizes 
into handsome custom-made 
booklets. Pages turn easily... 
lie flat. Complete office equip- 
ment costs less than a type- 
writer...saves 50% over old- 
fashioned fastener-type covers. 
Anyone can operate. 

*PATENTS PENDING 


SPECIAL TRIAL OFFER 
Send today for information 
FREE and 2 handy pocket memo 
books bound on this equip 
Lae ment. No obligation. 
General Binding Corporation 
808 W. Belmont Ave., Dept. OM-5 
Chicago 14, Ill. 


Now you can easily 
have the graphic 
charts you have al- 
ways wanted for your business. With 
greater use of charts you save every- 
body’s time, by showing all impor- 
tant relationships and trends at a 
glance. 

With the use of CHART-PAK prefabricated 
materials you, with the help of your secre- 
tary or typist, can produce charts more 
quickly, neatly, and economically than you 
ever thought possible. No drafting expe- 
rience required. CHART-PAK charts can be 
quickly corrected or revised. 


A valuable aid to any business 
or wherever charts are needed. 


CHART-PAK supplies the materials. 
You go from there and make com- 
plete statistical and organization 
charts for more efficient operation 
of your business. 


Send for New Descriptive Brochure 


CHART-PAK, INC. 


104 Lincoln Avenue 
Stamford, Connecticut 
“Originators of the CHART-PAK Method 
of Making Organization and Graphic Charts 
and Office Layouts” 
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ARMY “RECALLS” 
1917 STAPLERS 


World War I Equipment is being 
recalled to active duty at the Mitchel 
Air Force Base, Long Island, N. Y., 
Lieut. Col. J. E. Aertgeerts, supply 
officer of the base, announced recent- 
ly. 

It seems the Colonel needed some 
stapling machines for the clerical of- 
fices there, but the items have become 
slightly scarce in the services ever 
since the Air Force decided to eco- 
nomize when it failed to get all the 
appropriation it desired last year. 


In answer to Colonel Aertgeerts’s 
requisition, crates of 1917 and 1918 
stapling machines arrived a_ short 
while ago! The strange contraptions, 
about three times as large as today’s 
models, were wrapped in newspapers 
of 1917-18 vintage. 

The Colonel decided the staplers 
had been used in the first world war 
by the Air Force and then packed 
away in a warehouse and forgotten 
for more than thirty years. “It jyst 
goes to show,” he commented, “that 
the Air Force is utilizing all available 
equipment.” 


GRAY TELLS HOW TO 
PREPARE FOR DEFENSE 


Adapting a manufacturing company 
to defense and war work is a problem 
faced by thousands of concerns 
throughout the country. There must 
be hundreds of ways of approaching 
this problem. However, the example 
of the Gray Mfg. Co. of Hartford, 
Conn., manufacturer of the Gray Au- 
dograph electronic dictating machine, 
may be one that many companies 
could follow. 

Shortly after the beginning of the 
Korean situation, it was evident to 
the management of Gray that a 
change from normal peacetime eco- 
nomy was in the offing. “America was 
not prepared for even a small local- 
ized war and, with the ever present 
threat of Communist aggression, it 
was apparent that an energetic de- 
fense program would be necessary.” 

Early in August, the company pre- 
pared to convert some of its produc- 
tion and research facilities for national 
defense. The firm set up a prepared- 
ness committee which was to have the 
immediate task of formulating and 
charting the necessary steps to con- 
vert facilities to the requirements of 
national defense work. Procurement 
bottle-necks, productive facilities and 
equipment, status of employees in 
connection with draft and adequate 
administrative set-ups were to have 
the attention of the committee, which 
is headed by Walter E. Ditmars, pres- 
ident of Gray. 

As it was Gray’s intention to co- 
operate fully with all national defense 
efforts, the next step was to see that 
its facilities were made known to the 
government and to subcontractors. 
From its inception in 1891, when it 
was organized to manufacture the tele- 
phone pay station, Gray has been one 
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...When you want it! 


WE'LL SHIP IT 
TODAY, SIR 


Give instructions, get 
information instantly with 
Executone Intercom! 


You'll be amazed at the way Executone 
speeds up production—helps you get 
more work done faster! 


Executone lets you TALK to employ- 
ees or associates instantly, anywhere in 
office or plant. No waiting on busy 
phones. No running back and forth 
hunting for “lost” personnel. You get 
action right now! 


World’s Most Advanced Intercom! 


With Executone, voices are distinct, 
clear, instantly recognizable. Exclusive 
“CHIME-MATIC’® signalling announces 
calls by chime and signal light. 


Executone lowers costs — soon pays 
for itself in many ways. Ask for full 
details. No obligation! 


Lyecilone 


—_— = 


te eee 


EXECUTONE, INC., Dept. E-8 
415 Lexington Ave., New York 17, N. Y. 


Without obligation, please let me have: 


(1 The name of your local Distributor 
( Complete descriptive literature 


NAME. TITLE. 
FIRM 
ADDRESS CITY. 


ener es ens enema 


SEE EXECUTONE AT THE N. O. M. A. 
SHOW, NEW YORK, MAY 21-23 
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of the leaders in the field of com- 
munications. 

Such experience in the vital field of 
communications is “invaluable” in a 
defense effort, Gray felt. Accordingly, 
a contract department was set up to 
contact potential contractors of gov- 
ernment defense work. Lists of pre- 
vious contractors and sub-contractors 
were gone over and a letter to com- 
pany officials was prepared. Steps 
were also taken to see that the com- 
pany was listed on all the supply lists 
for the different branches of the Gov- 
ernment, including the Signal Corps, 
Navy and Air Force. 

In September, when the initial im- 
petus of the Korean fighting was be- 
ginning to be felt, the contract de- 
partment began to watch the lists of 
bids put out by the various govern- 


mental agencies, as well as the con- 
tracts awarded to different compan- 
ies. This information was gathered 
primarily from the Department of 
Commerce figures and lists which are 
published weekly. Any company ap- 
pearing on these lists which had re- 
ceived a contract for materials whose 
fabrication might entail some of the 
Gray facilities was contacted by letter 
and by brochure. 

About this time, it was decided to 
revise and bring up to date the Gray 
facilities and equipment brochure. The 
new facilities booklet of eleven pages, 
which took the form of a sales pre- 
sentation, outlined the latest methods 
and equipment which were illustrated 
by photographs. Also included was 
information on plant capacity, build- 
ings, security installations, financial 


Sheer magic! 


The Marchant Man astounds the office staff 
with the only calculator with Push-Button® 
Multiplication ... available on both the 
Figuremaster and the low-cost Figurematic. 
Since more than half of all calculator 
work is multiplication, no modern office 
can afford to be without a 
Marchant, the calculator that saves 
one step in every multiplication 
problem. The Marchant Man in 

your phone book will prove this by a 
demonstration in your office. 
Call him today. 


division begins 


GUIDE TO MODERN FIGURING METHODS 


DAKLAND 8, CALIFORNIA 
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NEW AUTOMATIC LINE-UP 
SPEEDS DIVISION. Touch of 
new Division Control automatically 
lines-up dividend and divisor as 


' . 
Mail this Coupon with your business letterhead to get our tree } 


QO; 
ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_]: 
MARCHANT CALCULATING MACHINE COMPANY: 


-<--4 


* PUSH-BUTTON MULTIPLICATION 
Touch of a key in this row enters 
multiplier digit POSITIVELY... 
answer appears SIMULTANEOUSLY 

.. carriage shifts AUTOMATICALLY 


AMERICA'S FIRST 


statements and personnel data—all of 
prime importance to contractors, es- 
pecially the government, who might 
place their trust in an outside concern. 

In the meantime, Gray’s sales en- 
gineers were contacting firms for 
whom the company had done work 
in the past. Any company which 
showed interest as a result of prior 
contact by mail was again contacted 
and given a copy of the new and more 
comprehensive facilities folder. As a 
result of this activity, drawings and 
requests for quotations were begin- 
ning to be received by the plant in 
Hartford. These will increase as the 
defense program swings into high 
gear and companies find it necessary 
to seek outside aid to complete their 
contracts. 

“It is now evident that the govern- 
ment has decided on a tremendous de- 
fense program, designed to furnish 
the equipment with which the demo- 
cratic countries can maintain their 
status as a free and peace-loving peo- 
ple. As war material production con- 
tinues to increase, the production of 
civilian products is going to decrease. 
It is up to all companies to plan their 
operation for the next few years so 
that they can contribute their produc- 
tive effort along the lines of defense. 
The system set up by Gray is basic- 
ally a simple and uncomplicated one. 
lt could be copied by almost any 
manufacturing company in the coun- 
try. The effort expended now will 
pay dividends in increased produc- 
tivity within the next months.” 


EARN VACATION THROUGH 
DICTATION 

Speed and accuracy in typing the 
boss’s dictation can lead to a raise in 
salary or even to a better job. But 
rarely does it lead to a week’s vaca- 
tion in Puerto Rico, a glamorous Ceil 
Chapman gown, a Lawrence of Lon- 
don traveling coat, a chapeau by 
Sally Victor, a beautiful piece of 
Amelia Earhart luggage, and $200 
cash. 

And what does this inventory of 
earthly pleasures have to do with typ- 
ing dictation? 

The answer lies in a Speed and 
Accuracy Transcribing Contest to be 
held by Dictaphone Corp. in conjunc- 
tion with the National Office Manage- 
ment Association’s Exposition of Of- 
fice Machinery and Equipment in the 
71st Regiment Armory, New York, 
May 21st-23rd. 

Open to all typists and secretaries, 
the contest will be held in hourly ses- 
sions during the Exposition. Contest- 
ants will be required to transcribe six 
recorded business letters. Winner of 
the first prize will receive the title, 
“Miss Dictaphone of 1951,” an East- 
ern Airlines round-trip flight for her- 
self and a companion to San Juan, 
Puerto Rico, plus a week’s vacation 
at the Caribe-Hilton hotel, and the 
traveling wardrobe mentioned above. 

Second prize will be $200 in U. S. 
Savings Bonds, third prize $150 
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MAIL SORTING 


At lower cost than you could build them, 
you can buy sturdy, well-finished Corbin 
mail-sorting tables . . . with pigeonholes 
in the right sizes and arranged to meet 
your specific needs, 


Corbin mail-sorting tables are made of 
selected hardwoods. Joints are dovetailed 
and glued. All surfaces are smooth-sanded 
and lacquered. They are shipped to you 
knocked-down, complete with all hardware 
needed for easy re-assembly. 


€ Use the cou- 


pon below to send 
for illustrated lit- 
erature and prices! 
You’ be sur- 
rised a 
ittle it costs to 
speed-up your 
mail sorting with 
Corbin mail-sort- 
ing tables! 


[Corbin Cabinet Lock, Wood Products Division =a 


Please send illustrated literature and prices on | 
your Corbin mail-sorting tables. 


The American Hardware Corp., New Britain, Conn. 
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in bonds and fourth prize a $100 bond. 
Contestants who accurately transcribe 
at the rate of 200 lines per hour or 
better, will receive a silver bracelet 
and become members in the “Dicta- 
phone 200 Club,” a national organiza- 
tion of Time-Master transcriptionists. 
Entry blanks for the contest may 
be obtained through the local Dicta- 
phone sales office or by writing to the 
contest manager, Dictaphone Corp., 
420 Lexington Ave., New York. 


CED ANNOUNCES TAX 
OBJECTIVES 


A fair distribution of the tax burden, 
miaximum restraint on inflation and 
minimum impairment of production 
are the main objectives of a 1951 
“pay-as-you-go” Federal tax program 
recommended by a group of business 
leaders for prompt enactment. 

In its latest statement on national 
policy, An Emergency Tax Program 
for 1951, the Research and Policy 
Committee of the Committee for Eco- 
nomic Development (CED) recom- 
mended: “1) Maximum possible econ- 
omy in government expenditure, which 
would reduce Federal cash expendi- 
ture by some six billion from the $74 
billion proposed for the fiscal 1952. 
2) Prompt enactment of a ten billion 
dollar tax increase. 3) Tight restric- 
tion on the expansion of bank credit. 


4) A national program to encourage | 


private savings. 

“This program, fully carried out, the 
CED said, “would yield a cash surplus 
of two to three billion dollars in fiscal 
1952. Thus, it would maintain 
anti-inflationary influence of the bud- 
get but would not rely exclusively 
upon higher taxes to do this. At the 
same time, it would greatly strengthen 
the defense against inflation at the 
points where the defense has been 
weakest—namely control of the expan- 
sion of credit and the promotion of 
savings” . 

The Committee repeated its 1948 
recommendation that Congress estab- 
lish a Commission on National Mone- 
tary and Financial Policies. 

The CED’s tax proposals would 
yield approximately 5.25 billion from 
new and increased excise taxes, 3.85 
billion from an increase in individual 
income taxes, and one billion through 
a new Defense Profits Tax. 

“No one can reasonably expect that 
he will escape a share in the costs of 
failure of the government to econ- 
omize,” the Committee said. “The 
costs will be widely distributed—either 
by inflation or by taxes—and every- 
body will be exposed to them.” 

The statement was released by 
Marion B. Folsom, CED chairman 
and treasurer of Eastman Kodak Co., 
Rochester, N. Y.;: Meyer Kestnbaum, 
chairman of CED’s Research and Pol- 
icy Committee and president of Hart 
Schaffner & Marx, Chicago, and J. 
Cameron Thomson, chairman of the 
CED subcommittee on Fiscal, Mone- 
tary and Debt-Management Policy, 
and president of the Northwest Ban- 
corp., Minneapolis. 


the | 


. Sin iii 

“Mongols seem smoother and 

stronger to me, that’s why I prefer 

them for report work’’...states 

young Executive Secretary Ruth H,. 
eyers, Evanston, Ohi 


a 


“Busy as I am, I have no time for 
pencils that break. That's why I al- 
ways use Mongols” .. . asserts Traffic 
Manager Earl L. Smiley, Everett, 
Washington, 


WOODCLINCHED vss EBERHARD FABER <@> MONGO 


“Keeping records neat and orderly 
is simple with a pencil as smooth- 
writing as Mongols’’...says Book- 
keeper Barbara Ham, of Davis, Okla. 


What's their preference after writ- 
ing all day? MONGOL Pencils! For 
smoothness...strength...longer 
wear. If your office isn’t using 
world-famous Mongols yet, specify 
them now! 


Amazxi 


Light Toeak Lead 


.. exclusive with 


HONGO! 


by EBERHARD FABER 


TRADE MARKS REG. U. S. PAT. OFF. 
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Dip and dip again. Wash and mirror-buff. One 
more dip applies a nickel coating and another 
the rich Royal plating itself. That’s taking a lot 
of pains and a lot of time with a piece of tubing. 
But it takes that (and lots more) to bring you 
steel furniture of Royal’s lustrous, enduring 
beauty. 


Come what may these troubled times, we’re 
going to continue giving Royal customers the 
benefit of such quality extras. Although defense 
orders consume a big slice of our production, 
slowing down deliveries to civilian purchasers 
... we will not skip that extra dip . . . the added 
buff . . . the individualized care in all our oper- 
ations. It’s going to be as true tomorrow as it 
is today. 
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Royal takes the extra time 
to add a fine finish 


Time hardly touches long-wearing Royal Furni- 
ture because Royal takes the time! 


We hope you can wait for Royal... but if your 
needs are immediate, may we suggest you see 
our worthy competitors. Many make products 
of good quality which we recommend. 


METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING CO. 


175G NORTH MICHIGAN AVENUE, CHICAGO 1 


New York +» Los Angeles « Michigan City, Indiana 
Warren, Pennsylvania « Preston and Galt, Ontario 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


At Mitchel Air Force Base, Long Island, N. Y., request for staplers for office there 
brings from warehouse crates of Acme staplers packed in 1917 and 1918. (See story 
on page 25). 


Let’s buy with discretion! 


May, 1951 


“DON’T HOARD!” has an old-fashioned sound, reminiscent of two earlier 
wars, but it may be a very good thing to dig the slogan up again, for particular 
application to the purchasing of office equipment and supplies. 

The waging of war is never anything which can be done with strict regard 
to the principles of business and the laws of economics, and government and 
civilian offices alike are frequently guilty in time of war of many practices which 
they would shun in days of peace. Offices tied in directly to the war effort have 
rightfully a priority to the things they require for efficient operation, and a re- 
sponsibility to provide themselves with a sufficient reserve of vital equipment 
and supplies to insure against any delay in the work that they are doing. Other 
offices, uneasy at the volume of purchases made by offices with war priorities, 
try to build up their own reserves against an uncertain future. Hoarding and 
all the evils attached to it find a climate in which to flourish 

Over and over again, we are told that a strong civilian economy is vital to 
our victory in the conflict we are having with Communism. No American 
dreams of questioning that statement. If government and defense industry do 
not guard against the purchase of more office tools than their admittedly great 
needs call for, if other offices do not refrain from purchases inspired by fear 
rather than intelligent estimates, we are certainly going to injure our civilian 
economy very badly. Production of the essentials for office operation cannot 
possibly keep up with the inroads on a national stock-pile depleted by hoarding. 

The constant innovations and improvements in office equipment and supplies 
should in themselves be a deterrent to hoarding. The product hailed today as 
epoch-making may be a museum exhibit in a few years, completely obsoleted 
by something new which more effectively advances office efficiency. Those 
staplers in the picture at the top of this page were a mighty good buy in 1917, 
but each of the thirty-four years which have passed since then, has been a better 
model produced! 
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Heavy attendance expected for 


BY CHARLES HACKETT 


RECORD-BREAKING attendance is expected for the 
Thirty-Second International Conference and Equip- 
ment Exposition of the National Office Management 
Association, to be held at the Commodore Hotel and 
the 71st Regiment Armory in New York May goth 
through the egrd, as thousands of executives charged 
with the responsibilities of office management look 
to the meeting and exhibit for solutions to the mount- 
ing problems of management in a defense economy. 

According to Horace J. Brogley, Johnson & Johnson, 
New Brunswick, N. J., general chairman of the con- 
ferences and expositions committee, the conference 
will be the most ambitious and effective ever under- 
taken by NOMA. Session speakers will represent the 
complete range of management experience, while the 
show will feature the newest examples of office ma- 
chines, equipment, and supplies designed for increas- 
ing office efficiency. 

Conference sessions this year will be held at the 
hotel rather than at the exhibit building, following 


Commodore Hotel, Conference headquarters, and the 


the opening session, as has been the case in recent 
years. While the Commodore has been designated 
as the headquarters for people attending the confer- 
ence, the great concentration of hotels in New York’s 
East Side is available also in providing rooms for the 
large attendence anticipated. 

As of Sunday, May goth, the conference will be 
open for registration, with the local chapter of NOMA, 
the Office Executives Association of New York, han- 
dling this and other administrative details of the 
meeting. 

An advance copy of the conterence program reveals 
many well-known individuals scheduled to talk on the 
management subjects vital to office people today. 
Among these will be W. Miller Bennett, Inland Con- 
tainer Corp.,. Indianapolis, Ind., president of NOMA; 
Dwight W. Davis, Ph. D., industrial psychologist, 
“Human Relations in the Office; Dr. Lillian Gilbreth, 
president of Gilbreth, Inc., Montclair, N. ]., celebrated 
management consultant, “Women in the Office;” Dr. 


71st Regiment Armory, scene of the Equipment Exposition 
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NOMA’S 1951 CONFERENCE 


Thirty-second annual meeting, coupled with exposition of equip- 
ment, will be held in New York from May 20th through May 23rd 


i 


Three of NOMA’s heads: From left, W. Miller Bennett, president; Dr. Robert P. Brecht, first vice-president; Willliam H. 
Evans, executive vice-president 


Alfred Cardall, authority on training and _ testing, 
“Building Incentives Through Job Description, Eval- 
uation and Performance Ratings;” Allen Mogensen, 
of the Mogensen Management Clinics, “Work Sim- 
plification;” Dr. George Collins, management author- 
ity, “How the Office Manager Can Improve Himself;” 
John N. Given, MetropolitanJunior College, Los An- 
geles, Calif., “Making the Office Career Attractive to 
Youth;’”’ Lee Whitson, industrial engineer, “Mechani- 
zation in the Office;’”” and Horace I. Seeley, Carolina 
Power & Light Co., Raleigh, N. C., chief speaker at 
the annual banquet. 

An original play based on the office scene, written 
by Bruce F. Studebaker, National Bank of Detriot, 
Mich., will be presented at the Wednesday morning 
session. Titled “A Look in the Mirror,” the play 
introduces some of the problems that plague the 
office manager. Some of the Detroit chapter form the 
cast. 

U. S. Senator Karl E. Mundt, of South Dakota, is 
scheduled to be the keynote speaker. He is expected 
to develop the point that waste and disregard of hu- 
man resources can ultimately lead to the undermining 
of this country’s profit system. 

Mr. Brogley, in his capacity as conferences and ex- 
positions committee chairman, will make the welcom- 
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ing address from the national association viewpoint, 
while Charles B. Haverin, Metropolitan Life Insur- 
ance Co., New York, president of the Office Executives 
Association of New York, will also extend a welcome. 

Leaders in the management field who will intro- 
duce the speakers include Admiral George F. Hussey, 
Jr., U. S. N. (Ret’d), managing director of the Amer- 
ican Standards Association, New York; Eldridge 
Haynes, of the National Management Council, New 
York; Walter Mitchell, Jr., Controllers Institute of 
America, New York; J. G. Nagro, General Foods 
Corp., president of the Systems & Procedures Associa- 
tion of America; C. Lawrence Kennedy, City Hydro- 
Electric System, Winnipeg, Canada; J. A. Coote, 
Canadian Management Council, Montreal, Canada; 
Dillard E. Bird, president of the Society for the Ad- 
vancement of Management; and William H. Evans, 
executive vice-president of NOMA. 

Cooperating with NOMA in what is styled “the 
largest trade show ever to be held in this country or 
Canada” are the Office Equipment Manufacturers 
Institute, the Metal Business Equipment Industry, 
and the Wood Office Furniture Institute. 

According to A. C. Spangler, NOMA staff member 
in charge of trade shows, interest in the exhibit has 
taken on an international character, with requests for 
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Ken B. Willett, Hardware Mutuals. Stev- 
ens Point, Wis., past president of NOMA, 
winner of Leffingwell Medal 


exhibit space coming from Sweden, England, Switzer- 
ijand, Germany, Holland, and Yugoslavia. 

_While the increasingly serious international situa- 
tion has tended to put more emphasis than ever on 
the business values of the conference and its accom- 
panying exposition, Mr. Spangler says, the social as- 
pects of the meeting compare favorably with other 
years. 

An outstanding feature of the meeting will be the 
presentation of two of the top awards in the entire 
management field. Scheduled to receive the Leffingwell 
Medal is Ken B. Willett, vice-president, Hardware 
Mutuals, Stevens Point, Wisc., for outstanding contri- 
butions to management. Mrs. Mabel L. Criss, vice- 
president, Mutual Benefit Health & Accident Assoc- 


Mrs. Mabel L. Criss, Mutual Benefit 
Health & Accident Co., Omaha, Neb., 


winner of Noma Fellowship 


iation, Omaha, Neb., will be awarded the NOMA 
Fellowship in recognition of her advance to top man- 
agement level from office management ranks. 

William Smith, LaSalle University Extension, Chi- 
cago, will again this year present the Schulhof Awards 
for the best papers presented at chapter meetings. 
Mr. Smith will also tell of the Geyer Award, presented 
annually at the close of NOMA’s fiscal year to that 
chapter which has achieved the highest maintenance 
of membership. Harold H. Kase, Taylor Instrument 
Companies, Rochester, N. Y., chairman of the chapter 
awards committee, will present Merit Award cer- 
tificates to a number of NOMA members who through 
the year have made consistent contributions to chap- 
ter activities. 


Companies which will exhibit at the NOMA show 


Aeme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Alma Desk Co. 

American Automatic Typewriter Co. 
H. C. Anderson Mimeograph Corp. 
Art Metal Construction Co. 
Bankers Box Co. 

Charles Bruning Co. 

Burroughs Adding Machine Co. 
Chart-Pak, Ine. 

Clary Multiplier Corp. 

Clemeo Desk Mfg. Co., Inc. 
Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. 

Ralph C. Coxhead Corp. 

A. B. Dick Co. 

Dictaphone Corp. 

Ditto, Ine. 

Duplicator Corp. 

Thomas A. Edison, Inc. 

Elliott Addressing Machine Co. 
The Esterbrook Pen Co. 
Executone, Inc. 

Facit Inc. 

Felins Tying Machine Co. 

Felt & Tarrant Mfg. Co. 
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Friden Calculating Machine Co. 
The General Fireproofing Co. 
Globe-Wernicke Co. 

Gray Mfg. Co. 

Haloid Co. 

High Point Bending & Chair Co. 
Huntington Chair Corp. 
Imperial Desk Co. 

Indiana Desk Co. 

International Business Machines Corp. 
Jasper Chair Co. 

Jasper Office Furniture Co. 
Jasper Seating Co. 

Kee Lox Mfg. Co. 

Kraus Co. 

The Leopold Co. 

The McBee Company 
Macey-Fowler Co. 

Marchant Calculating Machine Co. 
Master Addresser Co. 
McGraw-Hill Book Co. 

Miles Reproducer Co., Inc. 
Monroe Calculating Machine Co. 
Myrtle Desk Co. 

National Blank Book Co. 
National Cash Register Co. 


National Litho Forms Co. 
National Office Management Ass’n. 
New Indiana Chair Co. 

Office Management & Equipment 
Office Publications Co. 

Olivetti Corp. of America 

Pierce Wire Recorder Corp. 
Pitney-Bowes, Inc. 

Reynolds & Reynolds Co. 
Rite-Line Corp. 

Rockwell Barnes Co. 

Royal Typewriter Co. 

Security Steel Equipment Co. 
The Sikes Co. 

Simplex Time Recorder Co. 
Soundscriber Corp. 

Standard Register Co. 

Tel Autograph Corp. 

The Todd Co. 

Th Mechanical Collator Co. 
Underwood Corp. 


Victor Adding Machine Co. 
Visirecord, Inc. 


Wood Office Furniture Institute 
Yawman & Erbe Mfg. Co. 
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A Bankers Trust Company machine operator is shown placing cards in an electric tabulator 


PUNCHED CARD SYSTEMS 
IN THE MODERN OFFICE 


By W. P. LIVINGSTON 
Assistant Vice President, Bankers Trust Company, New York 


Second of three articles. The third will appear in the June issue. 


III. THe VALUE oF AUTOMATIC MACHINES 


THE WORK TEMPO of clerical departments varies 
greatly. Some creep along to the slow pulse of the 
horse and buggy era, while others vibrate erratically 
from high pressure demands of today’s fiscal crises. 
Still others, no matter what day or hour, move swiftly 
and smoothly with a quick beat but no confusion. 

The slow tempo is an inheritance from former low- 
wage days, days of slow communication, and of course 
is rapidly disappearing under demands for higher 
production. Demands for today’s complex reports 
cannot successfully be met by systems of the last cen- 
tury, and when it is tried the result is overstaffing or 
a high strung hysterical type of office that eventually 
brings on nervous collapses in the staff. 

To gear an office to today’s work schedule of short 
hours and high production, calls for careful analysis 
and weighing of what is required. Many a report, 
once thought sacred, will fall by the wayside as a 
study of this type progresses. But necessary reports 
will remain, more numerous and complicated than 
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ever before. Fortunately, however, automatic ma- 
chines can provide an answer to such demands. 

The punched card system with its many capabili- 
ties is the only automatic system available to us now 
which offers any wide range of possibilities in clerical 
work. The operation and scheduling of its machines 
and the planning of its operations require special 
abilities and training. With them a small staff can 
often accomplish what otherwise might never be 
attempted in the same time-span, which high-lights 
the importance of the automatic features of punched 
card systems. 

In the field of office machinery there are in general 
two types of machines: those operated by hand and 
those operated at a pre-set constant speed. The for- 
mer depends upon the individual’s whim, interest or 
feeling of well-being for speed. The latter is relatively 
unaffected by human weaknesses. This great differ- 
ence is shown in the steady hour for hour, day by day 
production of the automatic machine, even into late 
hours of the evening, which cannot be remotely 
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matched by a hand operator harassed with peak work 
loads. From a planning standpoint you can estimate 
hourly production of automatic machines almost 
exactly. 

It is not enough today to depend upon the disposi- 
tion of an operator for speed of output. We must 
look to mass production methods, borrow the con- 
stant moving assembly line from industry and as far 
as possible incorporate it into office techniques. 


IV. Tue STAFF AND PUNCHED CARD MACHINES 


It must be remembered that because this work is 
different, a great deal of time and money can be 
wasted in the beginning. ‘he first application placed 
on these machines is generally rushed and produc- 
tion attempted before realization that a staff must be 
properly organized and trained. After a department 
has become well established, new applications can- 
not only be set up without undue expense but they 
will stimulate the staff. 


Personnel selection always plays a major part in 


efficiency but no where is this any more evident than 
in punched card work. The inception of punched 
cards does not always necessitate employing outside 
talent since “naturals” for key jobs may often be 
found among old-timers in an organization. Iwo posi- 
tions are important, the executive head and the 
engineer. 

Since a group engaged in this work forms a service 
type of department, the head must have tact and 
patience. The road to his objectives is up-hill and 
all of his systems must stay within the boundaries of 


Flow Chart—Punching of Dividend Checks 

Below, right: This chart shows, from top to bottom, the 

following operations: 

1. Mark sensing shares — (hand operation) of stencilled 
and signed check cards. 

2. Mark sensing reproducer performing three functions: 
punching shares from the marks, gang punching, re- 
producing from a deck of serial number cards. 

3. Multiplying — rate x shares. 

4. Listing in tabulator (check register). 

5. Interpret card checks (serial number and cash amount). 


Figure 2. Flow chart (See 


Figure 1. IBM process chart symbols above) 
Electric Acctg. 
Machines Reproducers Clerical Work From Stencil Room 
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punched card specifications. This means that he 
should have sufficient stature in his organization to 
explain these requirements and how they influence 
form design and the final product. It is inadvisable 
for him to delve too deeply into the electrical and 
mechanical problems of making the machines per- 
form since the major portion of his time should be 
spent on the administration of the department. 

On the other hand, proper “know-how” in punched 
card work is a group achievement in which an im- 
portant member of the family is the engineer. He 
should have an inquiring mind, a distinct aptitude 
for mechanical and electrical engineering and a touch 
of genius if possible. His time can be divided between 
operating machines for production purposes and test- 
ing circuits for new projects. He is not a clerk and 
should have no clerical duties. In fact, he will be so 
removed in his thinking from the clerical point of 
view that any skill in that direction will be gradually 
lost. 

At the producing level, selection of personnel is 
aided because people either like the work or dislike 


(To next page) 
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Figure 3. Time schedule of machine steps. Operation— 


punching of 10,000 dividend checks. 
Note A: Machine numbers are helpful where more than 


one style of machine is available. Note B: Symbol pre- 
cedes start of operation, with arrow indicating time in use. 
Dotted line means machine not fully used. Such a machine, 
faster than others, obviously should be at the end of the 
work flow if possible. 


Figure 4. Dividend procedure—crediting of dividends (personal trust accounts) 
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it. Efficiency of the staff is a logical result when you 
consider that people who enjoy their work usually 
have the proper qualifications. The qualifications 
needed for punched card work; emotional stability, 
quickness of mind and dexterity of fingers, are also a 
good combination for efficiency in any clerical job. 

In a department engaged in punched card work an 
employee learns to think early in terms of volume. 
Anyone harried with a hundred items a day would 
need mental adjustment where a hundred per minute 
is ordinary language. 

This familiarity with volume can be used to advan- 
tage so that jobs are often assigned to a punched card 
department because the personnel work on a fast 
tempo and are not confused by peak loads. 

Each punched card machine is designed to perform 
specific closely related functions. One machine, for 
instance, sorts cards, another merges them together, 
another calculates and the more complicated ones 
print information on forms. Consequently, these ma- 
chines by their very nature will give the greatest pro- 
duction returns when located in a centralized depart- 
ment where cards can flow from one machine to 
another without delay in the processing steps neces- 
sary to complete an operation. 

The size of an installation depends, naturally, upon 
volume of work, time limits of performance and com- 
plexity of operation. It is possible for a centralized 
department to be extremely large and yet function 
smoothly because a few simple required results make 
the work scheduling easy. On the other hand, many 
small intricate jobs can produce such a complicated 
scheduling job that it will be necessary to divide the 
department and set up two or more centralized groups 
to provide not only the greatest efficiency but the 
greatest potential growth. 

If a department is large enough to be well balanced 
with machines, it will attract ambitious personnel and 
from an expense standpoint can justify an adequate 
training and research program. Eventually the benefit 
derived from a well balanced unit will be felt 
throughout an organization since its adequate facili- 
ties will permit an efficient staff to produce at top 
speed. Furthermore, overloading of equipment which 
causes mechanical breakdowns and upsets regular 
commitments will be avoided. A well balanced unit 
also can afford the more complex machines which 
broadens the field of work to be explored and allows 
room to add jobs not on the regular schedule. In 
this connection it must be borne in mind that ma- 
chines are delivered many months after an order is 
placed and consequently it is important for an in- 
stallation to be adequate since a deficiency will not be 
corrected for some time. 

When the complexity of work reaches a point in 
volume where its proper scheduling is more than one 
supervisor can intelligently plan and properly exe- 
cute, the department is too large. Dividing it into 
several sections with a supervisor supplied for each 
one merely transfers the problem to a higher level. 
It is better if possible to move the most complete 
unit to that part of the organization which is closely 
related to it. There the unit can develop in its daily 
production of standardized jobs with as little depend- 
ence on the other units as is possible. 
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This expansion by division is a normal growth 
process. The original department can continually 
transfer groups of machines and personnel as soon 
as the amount of work warrants it. Experimental and 
methods work can be retained in the original depart- 
ment where the assignment of new applications is 
thoroughly explored and subsequently standardized. 
It is the transferring of the established systems which 
makes room for the new. 

Work completion is more fully guaranteed when 
the “know-how” is disseminated among personnel of 
several units. Experience in this type of work should 
obviously not be confined to one or two individuals at 
either the production or supervisory levels. 


V. Process SYMBOLS FOR PUNCHED CARD SYSTEMS 


When it comes to mapping procedure and charting 
the flow of work in punched card systems, ordinary 
process symbols are inadequate. Multiple steps are 
inherent with machines of this type and not only 
will an operation vary in cost considerably according 
to the type of machine used, but in addition there 
are hand operations of a technical nature. 

To overcome this difhculty a new language is re- 
quired which can tell the story of punched card work 
flow in a simple but adequate manner. The special 
symbols shown in Figure 1 are based on rectangular 
design which can be drawn free-hand. They are 
capable of supplying this new language and can be 
used in several effective ways. 

Analysis of the symbols shows that the rectangle in 
horizontal position means a machine operation and 
when tilted, a hand operation. A wavy line indicates 
writing such as the interpretation of a card, listing 
on an electric accounting machine or transfer post- 
ing. An arrow shows flow of information such as in 
a reproducer. 

Figure 2 illustrates actual use of the symbols on 
a simple work flow basis and in Figure 3 they are 
placed on a time flow chart covering this same opera- 
tion which is a great aid in planning the use of per- 
sonnel and machinery during a peak period. Such a 
time flow chart tells the story of how many operators 
and machines and for what hours. It is invaluable 
for a daily work schedule. 

Studying a new method of operation is simplified 
when it is outlined as shown in Figure 4. Few writ- 
ten words are necessary and personnel trained in 
punched card work can communicate with one an- 
other in this manner after a few minutes of practice. 
To them the story in such schedules is perfectly clear. 

Figure 4 relates how a custodian of securities 
maintaining punched cards to represent securities 
holders can reproduce the cards which contain hold- 
ers of a stock which is of record for dividend pur- 
poses, multiply the dividend rate by the shares held 
in each account and punch the cash amount to be 
received. The inclusion of control cards indicates that 
cash amounts are proved to predetermined totals by 
a balancing out system. In the final steps the cards 
are separated and those containing the proper details 
are held for use as credits to the account on the divi- 
dend payment date. Colored lines can be used to 
advantage, using a separate color for each type of 
card. (To be concluded in the June issue ) 
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By Ewing Galloway. N. Y. 


“OFFICE OF THE YEAR” AWARDS 
SPUR ALL-OVER PLANNING 


IN THE establishment last year of the “Office of the 
Year” Awards by Orrick MANAGEMENT AND EQuip- 
MENT, this magazine had as its objective the stimula- 
tion of all-over planning with respect to office design, 
layout, and equipment. In the offices which received 
the Awards and the Certificates of Honorable Men- 
tion for 1950, the result of such comprehensive plan- 
ning was strikingly evident and there is every expec- 
tation that the offices to be honored in this year’s 
Awards, for offices constructed or remodeled in the 
period from July 1, 1950 through June go, 1951, will 
reveal continuing emphasis nationally in office circles 
on the importance of treating the office as an inte- 
grated, coordinated unit. 


“At long last, our previous conceptions of the value 
of proper planning and design in a modern business 
office are being re-examined and re-evaluated,”’ said 
Ely Jacques Kahn, of the firm of Kahn & Jacobs, 
architects, in commenting on the “Office of the Year” 
Award given last year to the New York offices of the 
Philip Morris Co., designed by Mr. Kahn's firm. 


May, 1951 


“No longer is the office looked upon merely as a 
space in which to do paper-work and keep records, 
but rather for what it in reality is—an effective ad- 
ministrative instrument and a potent public relations 
tool. 

“An office is the brain center of an enterprise whose 
very existence and ability to flourish and grow is con- 
ditioned in very large measure by the efficiency of its 
layout and the very real influence that its character 
exerts upon personnel working in it. 

“The same thought and planning that go into the 
design of a production line in a manufacturing plant, 
if put into a business office, can completely revitalize 
company operations. 

“As the highly specialized executive instrument that 
it should be, an office must be properly machined and 
sharpened for its particular task or it becomes a waste- 
ful company liability. As a public relations instru- 
ment, it is of incalculable value in its reflection upon 
the quality of the company, its personnel, and its 
product or services, and in the resultant confidence 
and prestige it generates.” 
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At Business Archives Center, New York, prototype of General Electric Co. Record Center for Hanford Works 


IN RECORDS MANAGEMENT— 
CHEAPER TO BUILD THAN MOVE! 


By EMMETT J. LEAHY 


President, National Records Management Council, New York 


OLD RECORDS, like babies, can’t take care of them- 
selves. And on top of the initial cost, there is the up- 
keep as well! Too often in industry, records are ex- 
pensively shunted from one wrong place to another; 
valuable records are lost or destroyed in the process. 
Again as often, obsolete and useless records are kept 
—hogging valuable office and file cabinet space. 

Now for the first time we have proof in the doing 
that it costs as much to move records three times as it 
does to construct and equip a scientifically designed 
permanent building to house the same records. It is 


Sketch of Records Center for General Electric Company’s 
Hanford Works 


38 OFFICE MANAGEMENT AND EQUIPMENT May, 1951 


an extremely rare company that in a decade doesn’t 
move the same records three times plus, and plus 
again! 

Compared to a total capital cost of $3.06 per cubic 
foot of records (approximately 3,000 average docu- 
ments) to house them in a scientifically designed rec- 
ords center is a newly measured cost of approximately 
$1 for each local move of a cubic foot of records, or 
approximately $1.50 for each standard file drawer of 
records. 

The National Records Management Council has 
culled scores of reports, including actual invoices and, 
in many cases, showing costs of moving records. They 
range from large to small moves by both government 
and business, undertaken by commercial movers or 
company porters, in all representative sections of the 
United States. 


It is fair to ask, why not microfilm the records? ‘The 
most conservative average microfilming cost, $3 per 
thousand documents, is nine times the cost of local 
moving of the same quantity of average records once, 
and three times the total cost of constructing and 
equipping space for them in an expertly designed 
permanent records center. 


This is the most recent finding in records manage- 
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Rapid reference by phone at the Business Archives Center provides model for General Electric Center 


ment measurements pioneered by the National Rec- 
ords Management Council, a non-profit consulting and 
research service in New York. Such a finding rightly 
demands overwhelming support in fact. 


You have it first in a new records service center, re- 
cently completed and now operating at Richland, 
Wash., for the General Electric Company's Hanford 
Works under the direction of the Atomic Energy Com- 
mission. Press releases last month from G. E. and 
A. E. C. point with justifiable pride to the fact that 
the new concrete building is the first of its kind in the 
country. Modeled after the Business Archives Center 
in New York, it is the first new construction scientific- 
ally designed exclusively as a records service center. 

The architectural and engineering designs were 
completed by experts of the National Records Man- 


agement Council under contract with the General 
Electric Company. Construction was done by Critcher 


Rolling trays, special ladders aid efficiency at G-E Center 


& Raber of Seattle, under contract with the Atomic 
Energy Commission. 

The A. E. C. announces that the building cost $115,- 
300 to build, and an additional $16,000 was spent for 
specially designed records storage and handling equip- 
ment, as well as essential ofhce equipment. The total 
cost of $131,500 equals $3.06 for each of the 43,000 
cubic feet of records it houses. Translated for your 
checking, this come to $4.59 for the contents of a 


(To page 44a) 
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FOUR BENEFITS 


from Clerical Control 


By JOHN G. REYNOLDS 
Assistant Comptroller, Brooklyn Union Gas Co., New York 


ABOUT A YEAR AGO, our company learned of a 
new development in the field of scientific office man- 
agement. Basically, it is a technique which enables a 
supervisor to determine accurately the size of the cleri- 
cal force required to handle the known volume of 
work for which he is responsible. 


For many years, time study techniques had been ap- 
plied to shop routines with great success but. for some 
reasons, these studies were not extended to include 
the area of office practices until comparatively recent 
years. Of course, much had been done in the way of 
developing new office systems and procedures which, 
without question, effected substantial savings in clerical 
costs. The studies, however, still left to be determined 
by rule of thumb the number of people required to 
operate the selected system. Thus, when there was a 
choice between systems to be installed, as there always 
is, it was, more often than not, made as a result of 
the persuasive power of its proponent rather than 
as a result of an objective assessment of its economic 
cost as against that of the alternate system. 


Today, that condition need no longer obtain. It is 
now possible to ascertain before a change is made in 
an existing office practice whether or not the proposed 
substitute is economically sound, through the applica- 
tion of Clerical Control Time Standards. 


We decided to avail ourselves of the services of the 
firm which developed these standards to train our an- 
alysts in their methods, and to apply their technique 
to our operations only after a thorough investigation 
of the claims made for this new management tool. It 
had been claimed that this new technique had been 
successfully applied to the clerical operations of num- 
erous satisfied clients, including some of the largest in- 
dustrial and financial corporations in the country. 
We called on some of them, talked with the executives 
who were instrumental in the introduction of this new 
service into their companies, and also with the other 
employees who were responsible for its actual installa- 
tion. In every instance the reports were highly favor- 
able and the client company more than satisfied with 
the results. 


Many of these companies felt that the primary ob- 
jective to be sought with the installation of Clerical 
Control was the training of the supervisor, and there- 
fore, this new technique in these companies is known 
as the Supervisory Training Program. While we, too, 
believe this to be the most important of the benefits 
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John G. Reynolds 


which result from its installation, we have retained 
the name by which we first knew it. 

The installation of the Clerical Control does not 
cause any interference with the normal office routines. 
After the decision has been made as to the section to 
be surveyed, its supervisor is temporarily relieved of 
his duties and reports to the analyst's office until the 
survey is completed. The supervisor is instructed to 
bring with him his organization chart and samples of 
all the various forms and reports which are used or 
prepared by his section and the related volume sta- 
Listics. 

The analyst, after ascertaining from the supervisor 
the functions of the sections, charts in detail all of 
the operations performed, resulting in a sequential 
picture of the work flow, postion by position, from 
the opening of the mail to the final disposition, be it 
filing, distribution, or destruction of every paper han- 
dled. This information is recorded as given by the 
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supervisor. It is his story, no attempt being made to 
alter current practices or to install new systems. How- 
ever, if during the course of the charting it is obvious 
that the current practice is faulty, the charting thereof 
is deferred until the supervisor, either on his own or 
after consultation with his superiors, effects the neces- 
sary changes. 

When the charting has been completed, volume sta- 
tistics for a “typical” month are inscribed, and by 
reference to the Time Standard Manual, the required: 
time to perform each operation is developed. 

The time standards we are using were compiled 
from an analysis of the elements of the operations in- 
volved, using motion pictures as a medium, and timed 
by a Wink counter to 1/2000 of a minute. ‘These 
standards, which represent what can be expected from 
a qualified worker operating at a normal pace, were 
then inflated by 1624 per cent to allow for personal 
needs and fatigue, as experience has shown this to be 
a normal expectancy. Thus, if an operation were 
timed at six minutes, the time standard used would 
be seven minutes. The timed operations are then 
summarized for each position and related to the 
available time as the section is currently staffed. The 
resulting percentage indicates the efficiency ratio for 
each position. Next, the positions are summarized 
for the section as a whole. 

The efficiency ratio of a perfectly staffed section (or 
position) should equate to 8714 per cent. The re- 
maining 1214 per cent is purposely set aside for what 
is termed a “Management Reserve” and is to take care 
of the non-routine or special assignments and normal 
absences that occur in every organization. 


In our company, where the clerical force works a 
scheduled 714-hour day, we consider a position fully 
loaded when the normal routines as measured by 
Clerical Control Time Standards require 6 hours and 
33 minutes, with the remaining 57 minutes available 
for the previously described “Management Reserve.” 

Upon completion of the survey, as the timing of the 
work load is based on a “typical” month, provision 
must be made to give recognition to the fluctuating 
volume of work normally to be expected. ‘This is ac- 
complished by analyzing each position for the variable 
factors which affect the work load and then, by relat- 
ing all the timed operations in hours to the variable, 
a unit control standard results which may subse- 
quently be used to determine the efficiency ratio for 
the position in question for any volume of work 
handled. 

For example, in our analysis of the operations per- 
formed by the deduction control clerk of the payroll 
section we found that we could relate all of his duties 
to two variables. They were the number of names on 
the payroll and the number of salary advances proc- 
essed during the month. The operations he _per- 
formed which related to the first variable accounted 
lor g3 per cent of his time and to the second for 7 per 
cent. Dividing the time devoted to these operations as 
measured by the Clerical Control ‘Time Standards by 
the volume which prevailed during the survey month 
resulted in a standard unit time for each variable. 

Thus, through the preparation of a monthly Per- 
formance Report, compiled by using these unit con- 
trol standards and the actual monthly volumes, the 
supervisor is enabled to present in summary form his 


Operating efficiency of measured groups—1950-51 


"OPTS USPS SURES ST SES SESESESEST SUL LEBEL STSUG SEUSS PERE Ted CPT PT PEERE BS REESE ESET: PLES TRESS EETELERRGT EEEET ESTE? FoRSS PEGE: CRT SE EET: LEETT sis Ese See et Bee T SIT . 
TaET ERT ESS ET Tuy em Hae se eo 
} ees | ; | ; i { i | | ; } } Eee: 
< ciut ELBE: DOSES ESE SSEas Saas Ieees Pesc sss rp tt _ Section A | prema, A HEHE pt dee ast adie seta Bice! Sass: 
i | | i i i i i i i EoeEt bees 
} ! SESE Stes S825 tSace Leceeetees | hiwimidedbpams { 4 j | ptf 
I jSectiqn B i 
} j } | ; i i ? ' 
SRELDDEIS PES RERSS SPSSt LTRS Stet es jp Sestion 1 sok i ah lb BSE: 4 2 eete S2590 EES! 
3 Section D pogonposan| i 
319 ~ i 3 BS __ Section E btetteeder! : j pets bingat 
i i | i Ress Ciba : EERE ees | iSeed ete 
} j } | 
~ 1m : ome eS | faa tases bES bs bes bee: nat +  SeSes | | ; + 4 baee SSS | ; ; FERS OF bes iM | Eine: 4 4 See 
HB GS beitish 
rae i oes SSE Sees } thous ESBS: SSeS aaa ; i i 
i ; } i i “* ' 
Ha oes Pesisaat Bent esh—t—t- a eae bees esate ee $3 ! i Beans boRSs Pees | BREESE STs: 
+... hope Expectaher yf ape Sa STAN SEGRE NERS SFT: Cea } 
5 ete eae ER ane ete epee met nee rea ee Geet atte GE 
Sop} Sey beet Leary ieee ff | Tae Re 
B- ’ fon Cuneseeane ws + ; « SEES COTS, wed CSS, AEST, “OEE i Beas ; ened: ou — 4 
wet | Beesi bones teas: tres: bases bak’: Vises | ‘s i | 
g pitt jSoess Sees eeee regt cla et 4. j } } 4 
& AIF } ; ; 4 e ar ppt ap ; | 
aes Se 4 4 4 Sab ee ELSES FESS Sewss keees pam Ti besa. oh: i 4 4 } — 
ss i ( ieee | i 
4 
< } H ? 2 ; t 
| i ‘ | i i 
o ; | i i 
-§ i. a b SSaES SOS? SSERS S2SE2 eases eit SSELs EASES SORES ERESE SERGE BOSE: SOT] SECEs OTS SERS j a: 
j 1::ly } t i 
oe -*; i ua 5 j Ee } ene Onees sa! a8 4. + ea } | ; ; | t s 
; i Hea banes teres bode ; i i | | } i 
Gk a el bere ken i na eel 20 A Gn i btseueutce eee 
| | } | ' ’ | | | | 
| Saees eees j tity eeets iss i i 
“o PEC tot abasetetat | | 
ra 4.  koaee « : . s+ i eos eons i Beses: b-—- wpe va 
' Fare! Se bef 
; ESSE Noees E2ECs ; ets 
| \ i | i | 
39 tase bt sadaighasnsahiigeh a a 
ie eee eR es ia: ee ee 
ny . = ”] gomes ber Somes bec lepansne.c carbs ee, 71 7 radi = 
‘ : 4 ! { ; ; [ j | 
a ‘ > ye See - SHEEBEDS 6ESS6 SUn ss LESS OR Eme t EbSes os + 
eee ee. eee 
Ssrrs 135 ; } i os ee beens G5 Ft Dee : 
iE | I titties bis BEAT Ti: Hit iz i i i i 


May, 1951 


OFFICE MANAGEMENT AND EQUIPMENT 41 


-* 
oe 
~ 
nee 
oa 
eee 
oa 
4 . 
e 
| 
| 
| ) 
| 
; 
, 
a Pe SSC 
‘venom ih pe ,- ae J et - ae eee Biot - : f ee ' ! : 
pry me ie .- Ss fa as oe hae aes pale ee “=i 3 ae Ree i ep as : 
“~ ©  A-_faees ee lve eas! CU 
we... 3 eae ; Sie ee. Jae Me a a 3 2e_ og - 


operating performance in terms of an objective stand- 
ard. Also, shown on the Performance Report is an 
analysis of the variation from this objective standard 
expressed in hours. With this analysis, the supervisor, 
or management if need be, is in a position to take 
whatever corrective measures are deemed appropriate. 

Of course, any changes in the section’s procedures 
subsequent to the original survey must be reported to 
the Clerical Control Section so that revised standards 
can be established. 

The most valuable, although intangible, by-product 
of the Clerical Control is the training the supervisor 
gets during the period spent with the analysts. It is 
recognized by all that while the supervisor knows the 
over-all functions of his section, he is apt to be un- 
aware of the detailed operations necessary to the ac- 
complishment of these functions. 

Our experience has been that during the charting 
process when the details of an operation are unfolded, 
the supervisor's reaction is “I wonder why we do it 
that way” or “I wonder if that step is actually re- 
quired,” and so forth. Thus, his thinking is stimu- 
lated and the indications we have received are that 
when he gets back to his section he is going to try to 
find a better way. Also, should the results of the survey 
show that his group is not up to the objective stan- 
dard, he is going to strive to improve his efficiency 
ratio. On the other hand, if it is at or above the stan- 
dard, it is a sure bet that he will do all he can to keep 
it there. 

EVALUATION 

Using the Performance Reports, management is 
able to evaluate the job each supervisor is doing and 
to compare one with another. This should be ex- 
tremely valuable information when seeking or ap- 
praising candidates for higher supervisory positions. 

After the Clerical Control has been installed in his 
section, the supervisor is in a position to determine 
accurately the size of the clerical force he needs to ac- 
complish the work load assigned to him. Should the 
volume of work to be performed by his section in- 
crease, he can go to management with his monthly 
Performance Report and conclusively show which jobs 
are overloaded. Conversely, with a decreasing work 
load, he knows which employees are available for 
assignment elsewhere. 

In addition to the above, other extremely valuable 
by-products result from the installation of Clerical 
Control. 

The first is a complete and detailed job description 
of each clerical position. These are compiled directly 
from the work-flow charts and contain every operation 
performed by the occupant of the position in question 
regardless of when or how often performed. Thus, 
they may be used as a manual for instructing the new- 
comer in the duties to be performed by him, or as a 
basis for a job evaluation study. Furthermore, they, 
together with the work-flow charts, would be of great 
value to the supervisor or others in reviewing existing 
procedures in connection with any methods study. 

Again, from the detailed information obtained dur- 
ing the survey, it is possible to determine the cost of 
preparing a particular form or report. Once devel- 
oped, the cost of such report can be weighed against 
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the use to which it is put and its economic worth 
evaluated. 

Another phase of the Clerical Control which de- 
serves some comment is its reaction on personnel re- 
lations. 

We had been advised that, based on the experience 
of all other companies which had installed the system, 
the findings undoubtedly would reveal some over- 
staffing. This naturally would mean that reassign- 
ments of personnel would have to be made if we were 
to secure one of the benefits of the Clerical Control 
program. How best to handle the prospective person- 
nel adjustments was given much thought. 

It was decided to inform our union of the proposed 
survey and discuss with them any questions they 
might have. 

At this meeting, which was attended by representa- 
tives of management, the consultant and top union 
officials, we outlined the nature of the Clerical Control 
Program and told the union representatives that we 
would discuss with them at a later date any action we 
proposed to take regarding personnel changes which 
stemmed from the survey findings. We further stated 
that this meeting was merely to keep them informed 
ol our plans so that no erroneous ideas or reports 
would be spread among the employees. 


IN SUMMARY 

To date we have completed the survey of seven 
groups. In each the results showed some overstaffing 
based on a “typical” month. However, every single 
one of these groups has shown decided improvement 
each month since, two of them reaching or surpassing 
the objective standard, and the others approaching it. 
This is due to two reasons, first an increasing volame 
of work processed and secondly a lesser number of 
work hours available. This reduction in available 
work hours represents actually realized personnel sav- 
ings effected since the survey, of which there have 
been five, and vacation absences. 

Our studies indicate that as of the end of the eighth 
month we were at the break-even point as far as the 
annual cost of the Clerical Control Program is con- 
cerned, and we have barely entered the area of its 
applicability. 

To sum up, it is our belief that the Clerical Control 
is an extremely valuable management technique be- 
cause 

1. It creates an awareness in the supervisor of the 
detailed time-consuming routines followed by his staff 
and the urge in him to simplify and improve wherever 
possible. 

2. It gives to the supervisor an objective standard by 
which he and management, too, can measure his ef- 
fectiveness. 

3. It enables the supervisor to maintain the proper 
balance between the size of his staff and his work load. 

j. It permits the economic evaluation of a proposed 
change in system prior to its installation. 

Furthermore, when you realize that the total reve- 
nues from 8o of our residential customers are required 
to pay the salary of one clerical worker, you will read- 
ily appreciate the need for and importance of Clerical 
Control. 
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In modernized quarters of Adirondack Trust Co. 


EFFICIENT MODERNIZATION 
OF A BANKING OFFICE 


IN THE MODERNIZATION of the banking quar- 
ters of the Adirondack Trust Company, of Saratoga 
Springs, N. Y., recently, the problem involved was 
threefold: to create more efficient over-ail banking 
facilities and to improve employee working conditions 
as well as customer convenience; to reduce crowding 
in the public banking spaces and minimize customer 
delays; and to improve the general interior appear- 
ance with up-to-date equipment, furnishings, and 
decoration. 

The entire renovation was executed by W. & J. 
Sloane, Contract Division, New York, in close con- 
sultation with Newman E. Wait, president of the 
bank. 

The drastic rejuvenation achieved is immediately 
noted by clients entering the main door of this bank, 
now virtually new in all respects. The old U-shaped, 
congested tellers’ spaces have disappeared from the 
center of the main floor, and a feeling of spaciousness 
prevails. Since the building is traditional in style, the 
interior retains the traditional flavor in design but is 
modified by modern simplicity, light wood finishes, 
and the refreshing colors of the furnishings. 
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Structural changes were extensive. The exterior 
door at the south forward side of the bank was sealed 
with marble; a new door toward the rear of the north 
side gives more convenient access to the senior execu- 
tive balcony offices. In numerous places the existing 
floor was removed for electrical wiring; rubber tile 
replaced the cork and marble flooring in the new 
tellers’ and vault area, and at the extreme rear in the 
new bookkeeping office. The lighting fixtures were 
equipped to give a diffused light, increasing their efhi- 
ciency by 100 percent. A new electrical alarm system 
was installed behind the banking counters, along with 
alarm controls on the junior officers’ desks. A hung 
ceiling and new marble wall replace a now super- 
fluous rear stairway leading to the balcony. 

The entire floor of the main banking area is car- 
peted with a high-pile Wilton especially designed in 
a small pattern of tones of brown relieved with ac- 
cents of green. Of special design, also, are the window 
draperies and valances, beige in color, and with green 
scroll work borders. The casement curtains behind 
can be drawn to filter the sunlight when that is neces- 
sary (To next page) 
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Perhaps most striking are the new banking counters 
which flank the north and south side walls. To the 
left is found the commercial tellers’ spaces, with the 
auditors’ offices behind; to the right is the savings 
tellers’ space, both of which now have an extra wicket 
to expedite business transactions. Sloane's selected a 
bleached mahogany finish for the counters or screens, 
but still retained a simple traditional design. 
Scientific lighting illuminates the wickets. The 
sicel counter files consist of all new equipment de- 


For speedy handling of business 


Geared to smooth and efficient operation, at Adirondack Trust Co. 
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signed to promote top efficiency. The check desks 
previously used have been refinished and re-located 
and two new desks, finished to match the screens, 
stand in the center of the public space. 

On the junior officers’ platform there is new furni- 
ture in a finish several shades darker than the screens. 
The same brown-toned carpet of the public space ex- 
tends into this platform. 

The new personal loan office, near the newly-cut 
exterior door and the balcony stair, was furnished 
with dark mahogany desks and chairs which are pleas- 
ingly set off by the green twist carpet. On the other 
side of the vault are three new coupon booths fitted 
eut with recessed lights and separated by accordion 
folding doors which can be opened to create a single 
space. 

The bookkeeping department, located at the ex- 
treme rear of the building, presents a smart new ap- 
pearance. The green-grey of the files sets the color 
note and is carried to the walls. It is repeated in the 
background of the draperies, which also offer bright 
contrast in the cerise modern flowered design. The 
rubber tile of the floor is dapple grey bordered with 
marble black. The ceiling has been reinforced, acous- 
tical tile applied to the walls, and scientific lighting 
installed over the files and machines. 

Detailed planning, good design, and the judicious 
selection of furnishings and color combinations have 
transformed the Adirondack Trust quarters into one 
of the most attractive and efficient banking facilities 
in this region. 
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Special desk phone sets connect each dictator with the central recording and transcribing station 


FLEXIBILITY OF DICTATION 
IS AIM OF NEW SYSTEM 


THERE ARE FEW OFFICES without adequate pro- 
vision for handling the dictation of staff members who 
dictate in any quantity and at regular times. But a 
constant problem in many offices is what to do about 
the man or woman whose volume of dictation is light 
and whose times of dictation are irregular. 

A new approach to the solution of this problem is 
being made with economy and efficiency by many of- 
fices through the use of Televoice, the flexible dicta- 
tion system recently introduced by the Ediphone Divi- 
sion of Thomas A. Edison, Inc., whereby groups of 


At central recording and 
transcribing point. One 
unit is recording dictation 
from desk phone sets 
hooked up to it, while sec- 
retary transcribes filled 
discs from the other unit. 
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part-time users of dictating equipment are served by 
one recorder. 

Listed among the users of this system are the Car- 
ter’s Ink Co., Boston, Mass.; Fireman’s Fund Insur- 
ance Co., San Francisco, Calil.; General Electric Co., 
Pittsfield, Mass.; Montgomery Ward, Inc., Chicago; 
Massachusetts Mutual Insurance Co., Springfield, 
Mass.; the Otis Elevator Co., New York; the Planta- 
tion Pipe Line Co., Atlanta, Ga.; Pan American Air- 
ways, New York; the Southern Pacific Railroad, San 
Francisco; United Merchants & Manufacturers, Inc., 
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Office staff member using new dictation system 


New York, and the United States Rubber Co., New 
York. 

Basically, the system is a flexible one involving a 
telephone hand-set on each individual’s desk. These 
various hand-sets are all connected to a central elec- 
tronic disc dictating machine on a secretary’s desk. 
The girl removes each disc from the dictating machine 
as it is filled, and places it on her transcriber for 
transcription, replacing the filled disc on the dictating 
machine with a blank disc. The system has nothing 
to do with the regular telephone lines, and so does not 
interfere with telephoning. 

Each Televoice station has a “talk” switch in the 
hand-piece of the phone, which starts and stops the 
Televoicewriter located on the secretary’s desk. A but- 
ton on the base of the dictator’s phone actuates the 
play-back for checking or correction. Length of dic- 
tation is recorded automatically on the secretary’s in- 
struction slip as each dictator hangs up. A red signal 
lights up on all the other phones in the system when 
anyone lifts up his hand-piece. ‘These indicate to all 
concerned that the system is in use at the moment. 

A dictator need never be interrupted in the middle 
of a thought by reason of the need for a fresh disc. 
Thirty seconds before the recording would end (there 
are 18 minutes’ recording time on each side of the 
disc) a ticking noise in the ear piece warns the dic- 
tator, giving him the chance to wind up his paragraph. 
When he reaches the end of the disc a buzzer sounds 
in his ear-piece as well as at the recording machine, 
informing him and the secretary that the disc must be 
replaced. There is no chance that someone else on the 
system can interrupt at this point, because in this cir- 
cumstance all red signal lights in the system will re- 
main on, and if anyone picks up his phone he will 
hear the distinctive “busy” hum in the ear-piece. 

Normally, an electrical relay with which the record- 
ing unit is equipped “selects” the last dictator, allows 
him to finish his dictation, and then sounds a buzzer 
to notify the secretary as soon as he hangs up. Again, 
at this point all signal lights in the system flash on to 


OFFICE MANAGEMENT AND EQUIPMENT 


warn dictators not to pick up their phones during the 
short interval while the secretary leans over to change 
the disc. This selector actuates at the 12-minute mark 
on the disc, but can be reset at the user’s option. 

Actually, though, the brevity of the letters generally 
dictated by individuals for whom the system is de- 
signed, preclude to the greatest degree any division of 
a letter over two discs. The last letter will end in the 
“end-zone” (12 to 18 minute area) of the disc, and no 
effort is made to use up that last band of un-used disc. 

An official of one company using the system says 
that Televoice succeeds in overcoming the psycho- 
logical barrier with which some office people have of 
“not wanting to fuss with a machine.” 

“Time and again,” he points out, “business organ- 
izations have provided certain of their staff with dic- 
tating machines, only to find that they have fallen into 
disuse because girls were available in the department 
who would take dictation. It just seemed easier to 
some of these people to ‘talk at’ a girl.” 

Installation of this company’s remote control sys- 
tem not only makes dictating easier for such people, 
he said, but also clearly establishes the dictating pro- 
cedure for this department. There just isn’t a girl 
around who can sit down with any one of these men 
to take a letter! 

An analysis of all of the mail written by a particular 
department over a two-week period (sometimes 
longer) is generally the basis for selecting the indi- 
viduals who can be changed over to the Televoice 
system. The survey calls for averaging daily word 
counts of the department’s letters to reveal whose dic- 
tation should be handled by the new system. More 
dictators can be added to the system should there be 
a change in the work load above the volume produced 
by the original group, because the system allows for 
the addition of extra phones and dictating and tran- 
scribing instruments for an expanding department. 

In some offices, individuals in different departments 
are on the same dictating circuit, with transcribing 
centered in a transcription pool. 
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TRAINING FOR THE SMALL OFFICE 


By R. E. HEIDEBRINK 
Office Manager, The Mack Shirt Corporation, Cincinnati 


IN THE SMALL OFFICE, the training of employees 
reaches an importance which makes it imperative that 


it be given studied attention. Absence, termination of | 


employment, or a rush of work often results in crip- 
pling the operations of the small office, though they 
may be just inconveniences in a large. 

If one girl in a stenographic pool of thirty is absent, 
only a small reduction in work potential results. If 
one girl is absent from a pool of four, however, corre- 
spondence is delayed, orders are lost, and the result 
will surely be reflected in the statement of profit and 
loss. 

The only method by which the manager of the 
small office can guard against this is by establishing 
a carefully planned program of providing each job 
with a capable understudy, or a series of understudies. 
This cannot be done by good intentions; it requires 
thought and planning. 

One small office embarked on just such a program. 
First, each job in the office was listed, with a brief 
description of requirements. Then the girls were 
listed, with a statement of their used and unused 
skills and their interests. These two lists were 
matched, with the goal of seeing that each job was cov- 
ered by at least three workers, including the regular 
operator. In some cases, four operators were provided. 

A schedule was worked out, taking into considera- 
tion both the time each girl had available, and the 
urgency with which an understudy was needed. When 
necessary, Saturday morning, usually not a work pe- 
riod, was utilized. 

The office manager insisted on doing a large part ol 
the training himself, partly to see that the girls were 
instructed properly, and partly to insure that he would 
himself understand the operations of the office from 
the practical, on-the-job point of view. Naturally, he 
made use of the experienced employees also. 

Within a few months, the program was in full 
swing and proving its worth. By the time vacation 
season arrived, the work was well along. Instead of 
the usual summer slump because of the absence of 
key employees, the office continued to function with- 
out a hitch. Clerks became stenographers, mail girls 
became telephone operators, typists became billers, as 
the occasion called for. Not only had the vacation 
problem been licked, but the possibility of work stop- 
page or work bottlenecks had been eliminated. 

Incidental advantages also accrued. Morale in the 
office was greatly improved. The girls had the satis- 
fying experience of learning new skills and accom- 
plishments. They had proof of the fact that promo- 
tion would be from within. Most important of all, 
they received personal attention and recognition, that 
eternal need of all men and women. 

The office manager had taken a personal part in the 
training, even going to the length of learning to per- 
form every job and operate every machine in this 
small office. During this intimate study, he found 
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many possible improvements in routines. In the bill- 
ing operation alone, he effected two changes which 
speeded the work 20 per cent. Still more, he achieved 
new standing in the eyes of the office force by his dem- 
onstrated knowledge of the work he was supervising. 

The essential elements of such a training program 
are: 


1. Careful preparation and a firm resolve to succeed, 

2. Scheduling. A girl who is swamped by her own 
work cannot learn new duties. A machine which is 
required full-time cannot be diverted to the use of a 
trainee. But in the small office, there are often pe- 
riods when some jobs are almost at a standstill. And 
there remains Saturday morning. 

3. Individual desires and abilities must be consid- 
ered. A girl cannot be forced to learn a job against 
her will. If the office manager points out that she is 
increasing her value both to the company and to her- 
self, however, she will usually be eager to learn. 

4. The office manager must take a personal part in 
the training. It requires no great ability to learn the 
principles of the jobs and machine operations well 
enough to take part. He is not trying to learn them 
well enough to replace the operator—he is merely try- 
ing to learn the essential theory of their operation. 
His participation is essential because it enables him 
to give the individuals the recognition they crave, it 
allows him to make sure that the girls are being taught 
properly, and it insures him a full and intimate knowl- 
edge of the activities of the office. 

5. Use must be made of the knowledge of the exper- 
ienced employees. If the office manager does all the 
training himself, he takes up too much of his time, he 
offends the skilled workers who are justly proud of 
their abilities, and he denies the trainees the oppor- 
tunity of learning the knacks and short-cuts which he 
cannot possibly know. 


“Won't have any trouble with her. She’s right up on her 
toes.” 
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DO-97 AMENDED 


On April 16th NPA amended its 
Regulation 4 authorizing the use of 
DO-97 rated orders for MRO supplies 
and minor capital additions. 

Henceforth these orders must not be 
used for paper and paper products, 
paperboard and paperboard products, 
packaging material and containers, or 
office furniture, paper weights, desk and 
document trays, letter openers, smoker’s 
accessories, or pens and mechanical 
pencils utilizing iron or steel. 

All DO-97 ratings on orders for these 
items are canceled as of the date of the 
amendment. DO-97 ratings may still be 
used to obtain any office supply or 
equipment items not included in this list. 


Records Center 
(From page 39) 
standard file drawer and compares with the current 
replacement cost of $20 to $25 for each drawer emptied 
by transfer of records to the new center. 

A total of 28,666 standard file drawers, or 7,150 
cabinets, costing more than a half million dollars, can 
be emptied. Add 43,000 square feet of space released 
or not required, at $1 to $4 per square foot, or $43,000 
to $172,000 per year in additional savings by transfer 
of records to the center. 

These costs and savings, spectacular as they are, only 
confirm once again earlier findings of the National 
Records Management Council and first published as 
Records Management, a Hoover Commission ‘Task 
Force Report (U. S. Government Printing Office, 
1949). This has been brought up to date and made 
more available in a 50-page booklet entitled Target: 
Red Tape, published this present year by the Council. 

Companies confronted with the problem of records 
in bulk more than six months old have the simple 
choice of a permanent solution such as G. E.’s or a 


Defense Department 


ACCORDING to Rudolph Lang, managing director 
of the 1951 National Business Show, to be held in 
New York’s Grand Central Palace October 22nd to 
October 27th, the Show promises to be one of the 
year’s outstanding events in the office field. 

Present plans call for participation by the Depart- 
ment of Defense, with all branches of the Armed 
Forces, and the Munitions Board. While specific sub- 
ject material and actual exhibits have not yet been 
decided upon, tentative schedules call for actual in- 
stallations of machines and working sections illustrat- 
ing ways and means used in the various Services to 
process office operations to save time, money, and 
manpower. 

It is felt that there will undoubtedly be a high de- 
gree of interest in the Government exhibit because 
it is expected that many of the office equipment ap- 
plications will not only be unique but, in many in- 
stances, adaptable to general business use. In addition 
to the working exhibits, there will be qualified per- 


much more expensive postponement. Although the 
writer has designed or sponsored several score of rec- 
ords centers in the last ten years, all have been adap- 
tations of existing structures, mostly because of war- 
time shortages. This first new construction, tailored 
to the purpose, reveals a low-cost factor that is certain 
to influence deeply both business and government 
management of bulk records more than six months 
old. At the present time, too, many companies plan- 
ning or considering the safe storage of vital records 
away from target areas have a direct interest in the 
design of the new G. E. records service center. 

In addition to cost considerations, it is legendary, 
with considerable basis in fact, that moving records 
three times equals one fire in losses and damages in- 
curred. To many executives, this, with good reason, 
is of over-riding importance. A permanent solution 
to a company’s records problem is now proved to be 
also less costly. Like the Government, as a result of 
the Council's recommendations through the Hoover 
Commission, business organizations are realizing large- 
scale economies through the creation of modern rec- 
ords centers. In addition to G. E., many companies 
have forged to the front in this respect, including 
Monsanto Chemical Company, Commercial Invest- 
ment Trust, Farrell Lines, United Merchants & Manu- 
facturers, Ithaca Gun Company, Pacific Telephone & 
Telegraph, and Standard Oil of California. 

Many other companies, having less than 15,000 to 
20,000 cubic feet of records for short or long-term 
storage, are obtaining the same results at lower cost 
through the Business Archives Center in New York. 
This prototype of the G. E. center in economy as well 
as the quality of professional records management ser- 
vices rendered, including records appraisal and rec- 
ords reference, numbers such depositors as Eastern, 
Pan American, and Colonial airlines, Paramount 
Theatres, and numerous insurance companies, broker- 
age houses, accounting firms, and manufacturing en- 
terprises. Similar services under the auspices of the 
Business Archives Center are now being opened in St. 
Louis and San Francisco. 


at Business Show 


sonnel from the Munitions Board present to answer 
questions on Gevernment contracts, coordination, and 
methods of obtaining approval of various items used 
in the defense program. 

The program committee for the Office Week Forums 
is already being shaped up to include key Defense 
Department personnel from all branches speaking on 
subjects which are most pertinent to the welfare of all 
divisions of the office machine and equipment in- 
dustry. 

Charles B. Haverin, president of the Office Execu- 
tives Association of New York, which sponsors the 
National Business Show, says: 

“Recognition of and participation in the National 
Business Show by the Department of Defense is ex- 
tremely gratifying. We sincerely feel that this Depart- 
ment of Defense exhibit will prove extremely interest- 
ing and educational to office management people and 
to office equipment industry people alike from all parts 
of the country.” 
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uae. new things in the news 
 War- re 
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iment 
onths 
plan- 
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n the 
dary, 
‘cords 
es in- 
-ason, 
ution 
to be 
alt of 
oover 
large- 
1 rec- 
anies 
iding 
nvest- TIME CONTROL UNIT — 
lanu- developed and manufactured in two series by the 
Cincinnati Time Recorder Co., Cincinnati, provides 
me & up to six circuits for the precise coordination of time 
clocks, time recorders, time stamps, and signalling 
devices. Called the Master Pro, the new device is 
oe available with two, four, or six circuits. It is recom- 
‘term mended for the control of manufacturing processes 
* cost and equipment where any timing schedule involving | 
i periods of one minute to one week is encountered. | 
York. Further, the unit is designed for quick set-up and | 
. well change of schedules and is adaptable for test and 
t ser- laboratory use. 
| rec- 
stern, j 
ount 
oker- 
g en- 
f the ROOM AIR CONDITIONER 
in St for the office is this new model 1600 equipped with 
: a | h. p. hermetically sealed compressor. Unit is 
said to do a complete air conditioning job including | 
cooling, de-humidifying, filtering, ventilating, and cir- 
culating air. Unit is easy to install, says the manu- 
facturer, Airtemp Division, Chrysler Corp., Dayton, 
iswer O., and will fit practically any type of window. No | 
and plumbing connections are required. Unit's cord is 
» ae simply plugged into any electrical outlet. Condi- 
used tioner has a grey finish. 
rums 
fense 
ig on 
of all 
—_ CARD-FINDING SYSTEM 
trade-named the Simplifind, is said to provide in a 
Kecu- single combination card filing unit all of the basic 
“ed attributes of the “ideal file." It is a product of the 
the Wheeldex Mfg. Co., Inc., 40 Bank St., White Plains, 
N. Y., which says that at the flick of a switch and in 
onal an average time of less than 3 seconds, a comfortably 
seated operator has any desired record within reach 
S @X- open before her at desk height, or at counter height 
part- if she wishes. The unit, occupying about 12 square 
rest- feet, has the following approximate capacities: 40,000 
alerts 8 x 5-inch cards; 50,000 6 x 4-inch cards; 82,000 
and tabulating cards; 90,000 5 x 3-inch cards; 180,000 
parts 2-2 x 3-inch cards. All cards are carried in individu- 
al, 10-inch-long trays which are removable. 
1951 
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new things in the news 


INTERCOM SYSTEM 

the Talik-O unit, is one which "features greater oper- 
ating convenience, advanced styling, and simplified 
installation," says the manufacturer, Talk-O Products, 
Inc., Rochester, N. Y. Only one amplifier is used, 
and current is drawn only during actual conversations, 
due to an “on-off switch. Stations are finished in 
light grey, and master stations are available in desk 
and surface types. Choice of remote stations includes 
call box and door trumpet styles. Shown is model 
S-5, a surface master station. 


CUTTING THE BIRTHDAY CAKE 

during the 20th anniversary dinner party of the 
Boston chapter of the National Office Management 
Association, is an honor that was reserved for Miss 
Clare Sweeney, Simmons College, who holds the 
longest membership among women members of the 
chapier. The party was held recently at the Univer- 
sity Club in Boston. 


"ile is Soa 


SEA-GOING OFFICE 

is effectively used by Helen Post, author-explorer, as 
she travels down a river deep in the Brazilian jungles. 
Miss Post used a Gray Mfg. Co. Audograph dictat- 
ing-transcribing machine to keep a daily diary, record 
bird and animal calls, and record her impressions 
for use in a forthcoming book. Although conditions 
were far from ideal, says Miss Post, the machine 
performed very well. 


CALCULATING MACHINE 
with automatic multiplication, division, addition, and 
subtraction, has been announced by the Underwood 
Corp., | Park Ave., New York. Featuring simple ten- 
key keyboard for touch operation, the Sundstrand 
Printing Calculator also boasts an automatic credit 
balance; two-color printing; automatic division; con- 
stant factor control, and a zero space key for rapid 
indexing. Machine is designed for computing payrolls, 
inventory, interest, and all statistical calculations by 
manufacturers, retailers, and others. 
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new things in the news 


PROGRESS IN AMERICA 

is one of the basic themes brought out in the recently 
completed motion picture, "The DuPont Story," e 
72-minute sound film produced for E. |. du Pont de 
Nemours & Co. with a cast of 225 Hollywood actors 
and actresses. In one scene, reproduced here, Eleu- 
there Irenee du Pont, “young French immigrant,” 
having decided to manufacturer powder in America, 
is encouraged by President Thomas Jefferson, right 
to proceed with his plan. The picture, made at 
numerous plants and offices of the company and in 
Hollywood, opens with the present-day activities of 
DuPont, then flashes back 149 years and shows how 
the young immigrant got his start. 


165-SEAT AUDITORIUM 

with facilities for customer seminars and group meet- 
ings has recently been opened at its headquarters, 
315 Fourth Ave., New York, by Remington Rand, Inc. 
Decorated in simple, modern style by E. K. Gebhart, 
display manager, the meeting room is appointed with 
upholstered seats and individual, fold-away tablet 
rests. The 20-inch high stage is equipped with the 
latest professional theatre curtains and lighting. Other 
features of the room include a public address system 
and sound motion picture projector. The auditorium 
will be available for use by business groups or asso- 
ciations. Information as to reservations can be made 
through Walter P. Lindsey of Remington-Rand's sales 
service department. 


NEWLY-OPENED PLANT 

is this one built for the Arthur Gavrin Press, Inc., at 
New Rochelle, N. Y., manufacturers of business forms. 
The property, covering almost four acres, is one of 
the largest industrial sites in Westchester County. 
The building itself comprises over 65,000 square feet 
of plant, office, and storage space, all of which will 
enable the company to almost double its present 
operational capacity. All manufacturing facilities in 
the one-story building are in an assembly line ar- 
rangement. Arthur J. Gavrin, president of the com- 
pany, was recently made a member of the Continu- 
ous Forms Industry Advisory Committee upon in- 
vitation from the National Production Authority. The 
committee will represent the continuous business forms 
industry in matters of current defense production 
problems with which they are faced. 
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new things in the news 


OSCILLATING FAN 
a standard duty desk and bracket type with a full 
12-inch blade and choice of two speeds, is available 
from Fasco Industries, Inc., North Union at Augusta, 
Rochester, N. Y. This model, No. 24, has aluminum 
1 blades. Oscillating mechanism is totally enclosed in 
motor case, and the 4-pole induction motor causes 
no interference with radio or TV reception, maker 
says. Safety guards are finished in Aluminol; base 
and motor case in Duo-Tone grey. Operates on alter- 
nating current and is listed by Underwriters’ Labora- 
tories. 
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COPY HOLDER 

called the Sightly Copy Rack with Flick-A-Line, is 
new from the Franklin Table Co., 116 North Fourth 
St., Louisville, Ky. Typist merely “flicks the rubber 
wheel at right of copy holder to operate the line 
finder. A clip at top holds papers firm, and an in- 
clined panel stands at exact focal distance for proper 
vision. Product is made for use by either a right or 
left-handed person, and can be folded flat for stor- 
age. Can also be used as a lap board for dictation. 
Rack has solid walnut base with book ledge and 
pencil groove. Retail priced at $5.45 complete. 


DICTATION MACHINE 
model 228, is the latest product by the Webster- 
Chicago Corp., 5610 Bloomingdale Ave., Chicago, and 
takes the place of the company's model 18 dictation 
unit. The new magnetic recorder will retail for less 
than $150, complete with microphone. Among the 
improvements incorporated in the machine are a 
modification of foot control to permit its use for the 
rewinding operation; simplified controls and adjust- 
ments for use of headphones, and a new elapsed- 
time indicator for denoting exact length of a letter. 


RUBBER TYPE CLEANER 
now being produced by the Safeguard Corp., Lans- 
dale, Pa., is called the Lowston Dee-R-Tee. It is said 
to eliminate all “mess” in cleaning type, and is avail- 
able in two sizes: single type for all typewriters; 
double type for Royal machines. Retail priced at 
$1.10 and $1.20. respectively. 
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ae new things un the news 


STENCIL DUPLICATOR 

featuring fully automatic inking and paper feed, is 
being introduced by the Addo Machine Co., Inc., 
145 West 57th St., New York, under the trade name, 
Roneo. A product of British manufacture, the dupli- 
cator is attractively designed, will give “easy, clean, 
and trouble-free operation." Complete stocks of 
spare parts and accessories will be available, includ- 
ing stencils, inks, styluses, and special photographic 
attachments, says the company. 


SWEDISH CALCULATOR 

currently being introduced in this country by Facit, 
Inc., 500 Fifth Ave., New York, has several advantages 
claimed for it, chief of which is its simplicity and ease 
of operation. Controlled by a two-bank keyboard 
with only ten digits, high speed is attainable quickly. 
All processes are fully visible to operator, and once 
a numeral is set, it cannot be changed by acciden- 
tally touching the keys. Constructed of Swedish 
steel, the Facit machines are available in four models, 
all of them compact in size. 


ELECTRONIC SECRETARY 

an automatic telephone answering machine that both 
answers and takes orders, is anounced by Electronic 
Secretary Distributors, Inc., 803 West National Ave., 
Milwaukee. Machine is simply plugged into current 
outlet and is not connected to a telephone. An extra 
feature claimed for the unit is that it serves also as 
a portable dictation machine. 


DESK-TOP COPYMAKER 

designed for use with the Polaroid Land Camera, is 
new from the Polaroid Corp., Cambridge, Mass. This 
new device turns out dry, finished copies of docu- 
ment, letters, sketches, drawings, or photographs 60 
seconds after shutter of camera is snapped. Unit is 
self-contained, ready for action on desk top or table 
when plugged into an alternating current outlet. It 
. — and resembles an overnight bag when 
closed. 
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Hood Rubber tile at United Benefit Life Insurance Co., Omaha, Neb. 


Increasing Demand Reported for 


BY KIMBALL DARBY 


INCREASED CONSUMER DEMAND for floor cov- 
ering materials rather than drastic curtailment of raw 
materials flow is the reason for any extended delivery 
dates that may exist in the field these days, but 
generally, the great majority of manufacturers report 
that dealer and distributor inventories or their own 
inventories tend to keep deliveries within the realm 
of reason. Rubber tile manufacturers have been af- 
fected by Federal restrictions. There are some indica- 
tions of tile and linoleum flooring component short- 
ages—for instance color pigmentation and burlap— 
but evidently they are not being felt too seriously yet, 
and the situation may even improve. 

Manufacturers’ lines to the greatest extent have not 
been shortened, and in some cases they have succeeded 
in developing new products to bolster items that are 
suffering either by government allocation or military 
purchasing. 

Manufacturers in the different segments of the floor 
covering industry are pursuing their efforts to encou- 
rage proper maintenance of their products. 


“We have been carrying on an extended campaign to increase 
the service life of asphalt tile floors through proper mainte- 
nance.” C. B. Whittelsey, Jr., managing director of the Asphalt 
Tile Institute, said recently. “Over 300,000 copies of a folder 
carrying complete directions for the care of asphalt tile floors 
have been distributed to users by the flooring contractors, and 
the material in the folder has been copied in many maintenance 


manuals throughout the country.” 
of sizes and colors of asphalt tile is still generally available 
for office installation, with delivery date “fairly current” at the 
Producers of other types of floor covering are 
equally assiduous in pointing the way to longer service through 
good maintenance practices. 


present time. 


THIS ISSUE of the “Tools of the Office” articles 
marks a drastic change in the character of a series 
which for years has brought to its readers detailed 
information on various lines of office machines and 
equipment, 

With current emergency conditions causing serious 
restrictions in the use of essential raw materials, and 
with many Government agencies and business offices 
requiring additional installations of office machines 
and furnishings, it seemed important that this 
monthly feature be redesigned so as to present to its 
readers those factors influencing the availability of 
the products they need. 

Obviously, the unremitting care of machines, 
equipment and furnishings which the consumer now 
possesses and which from now on could become in- 
creasingly difficult to replace, is most important. 
The series will from now on endeavor to report fully 
the efforts and plans of the manufacturers to 
lengthen the life of their products. 

In this issue floor covering materials and mail- 
room equipment are reported on. 
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David E. Kennedy Co.’s cork tile installation 
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Such demand is causing extended delivery dates. 


Proper maintenance is urged by manufacturers 


Armstrong Cork Co. recently brought out Strypelle, described 
as a standard gauge of linoleum combining full length stripes 
on backgrounds of marbelized patterns, and “lending itself to 
creations of custom-designed appearance at low cost.” Accord- 
ing to Armstrong, current emergency conditions have not seri- 
ously affected their line of floor coverings. “Total yardage has 
increased, although limitations in the availability of certain 
color pigments has of necessity caused us to concentrate on 
patterns and colors that are most in demand. The same pro- 
portion of heavy, standard and light gauge material is being 
produced. 


A Goodall carpet material is 
used in the office of A. N, 
Seares, vice-president and di- 
rector of General Sales Serv- 
ice operations at Remington 


Rand, Ine. 
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“As you know,” the report continues, “we have always main- 
tained an enthusiastic program of encouraging proper mainte- 
nance and care to extend the life of the floor. This program is 
being continued with added emphasis.” 

Other flooring materials offered by Armstrong include as- 
phalt tile, cork tile, rubber tile, Linotile, and other types of 
linoleum. 

Bonny Maid Versa-Tile, made by Bonafide Mills, Inc., is 
described as a plastic tile that can be installed on many types of 
floors—helow grade, on grade or above grade. Colors go right 
through to the backing. Versa-Tile is resistant to pressure of 
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Tools of the Office 


2,800 pounds per square inch, with 6/1,000ths of an inch in- 
dentation after one hour. It also resists grease, cigarette burns, 
oil, etc. Versa-Tile is made in ¥% and 3/16 inch thicknesses in 
a range of tile sizes, including 9 by 9 inches and 6 by 6 inches. 
Companion feature strips and border materials are also avail- 
able. It also comes by the yard in roll goods—36 and 72 inches 
wide. An extensive line of patterns are available. 

“Delivery dates on our commerical floor covering, because 
of great demand, are 30 to 120 days,” Congoleum-Nairn Inc. 
reports, adding that this is based on pattern selection and size 
of job. However, they also report that their line of floor cov- 
erings is complete, and that while no shortages exist currently, 
burlap used on commercial linoleum “is not as plentiful as 
desired.” 

Linoleum and asphalt tile are properly maintained by most 
commercial users, Congoleum-Nairn states. “We manufacture 
both cleaner and wax, and in every case recommend proper 
maintenance of all installations made by our dealer organiza- 
tion.” 

According to the Danbury Rubber Co., their full range of 
thirty-six tile colors are still available, as well as accessory 
strips. Beyond the standard maintenance instructions issued 
to customers at the time of installation, Danbury Rubber Co. 
makes it a practices to include directions for floor covering 
care in all literature prepared for the consumer. 

Delaware Floor Products Inc., manufacturers of Flor-Ever, 
a Vinylite plastic floor covering, report that these tiles are now 
available in a heavy as well as in a standard gauge. The thicker 
gauge was introduced specifically for commercial and indus- 
trial installations, they report, adding that current emergency 
conditions have affected the Flor-Ever line “very slightly,” with 
delivery dates unaffected. 

The Flintkote Co. make Tuff-Tex, asphalt tile greaseproof 
industrial flooring, and Tile-Tex, an asphalt tile for commercial 


A Bigelow-Sanford carpet installation, top, and Congo- 
leum-Nairn linoleum 
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Top: Robbins Floor Products Terra-Tile, and a 
Magee Carpet installation 


and home installations. The claims for Tuff-Tex are that it is 
the “only industrial floor available which is highly resistant to 
commonly-used greases and oils; moisture resistant; easy and 
fast to install and maintain; and highly fire-resistant. This 
material comes in 12 colors in plain and marbleized design, 
and in thicknesses of 4%, 3/16, and % inch. 

Tile-Tex comes in a wider range of colors and designs, in 
thicknesses of % and 3/16 inch. 

The B. F. Goodrich Co. has shortened its line only to the 
extent of withdrawing temporarily two minor items in their 
line of floor covering materials. They report that rubber and 
asphalt tile and Arraflor, a vinyl plastic asbestos tile, are still 
available for general purchase. 

“We had to extend delivery dates only on rubber tile,” Good- 
rich reports. “This is because of lowered production on this 
item caused by governmental restrictions. 

On the question of maintenance, Goodrich says, “We have 
a program or research and testing going on all the time in an 
attempt to lengthen the life of our products and generally to 
improve them. Wie also make available, through our dealers, 
various instruction leaflets and manuals to foster good main- 
tenance of these products.” 

The Goodyear Tire & Rubber Co., make Wingfoot Vinyl 
floor covering which is available in marbleized as well as plain 
colors. It is recommended for domestic use or in offices where 
traffic is not particularly heavy. Available in either sheet or tile 
form (though not in plain white or yellow, these days), the 
claim is that this vinyl flooring is easy to maintean without 
having to be waxed. 

Goodyear recommends their Wingfoot Rubber flooring for 
heavy traffic areas in offices, and it is also offered in sheet or 
tile form. However, they report that production has been re- 
duced to 40% of capacity because of Federal restrictions, and is 
now being allocated to Goodyear flooring distributors. Good- 
year’s special maintenance instructions to users of their products 
are helpful in obtaining the best possible results, they say. 
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Top: A Mastic Tile Corp. installation. Bottom left: 
Terraflex is pliable. Bottom right: Armstrong Cork 
Co.’s new Strypelle linoleum 


“So far as J-M is concerned, there is adequate stock and no 
delay in filling orders,” Johns-Manville Corp. says. “We are 
just completing new manufacturing facilities that will double 
our output of both our J-M Asphalt Tile and our Terraflex, a 
plastic-asbestos flooring tile.” 

Johns-Manville does not foresee any immediate change in 
their line of floor coverings, pointing out that all colors are 
still available. 

“However, if there should be a change in the situation, it will 
probably come first in the lighter toned colors,” they say. 

The claim for Terraflex is that it can be used throughout a 


Carved Chenille carpeting in 

the executive offices of the 

General Petroleum Corp. in 
Los Angeles 
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building, below grade or above and in laboratories, kitchens, 
etc. where grease or mild acids are encountered, as well as in 
areas where conditions are less severe. They also point out that 
maintenance is easier since even alkaline cleaners do not damage 
the product. 

“Kentile, Kencork, and Kentile rubber tile are still available 
in all of the colors shown in our catalog,” David E. Kennedy, 
Inc. reports. “We have not had to extend our delivery dates 
to any extent. Different items are delivered within one to four 
weeks. 

The Kennedy people feel that the trend is toward the use of 
tile—asphalt, rubber and cork—with low cost, color and design 
possibilities, speed of installation, and ease and low cost of 
maintenance being the factors. 

Robbins Floor Products, Inc., makers of rubber and vinyl 
floor tile, says that “although shortages of raw materials has 
somewhat curtailed production of all resilient floor coverings,” 
their distributors are still able to maintain a complete line of all 
Robbins tile products. 

Robbins recently introduced Terra-Tile, which “makes pos- 
sible terrazzo-like floors in any place, over any sub-floor surface 
where standard rubber tile can be installed.” Terra-Tile, they 
say, is not limited by special conditions such as dimensional 
and weight factors in modernization that preclude the use of 
terrazzo, claiming that the new product is the “ideal specifica- 
tion for commercial and institutional floors, enhancing the 
traditional appearance of terrazzo with the plus values of 
rubber underfoot resilience and quiet.” 

According to Robbins, their unique production process assures 
uniform coloration in all tiles and “such dimensional perfection 
as permits solid-design floors without noticable joints.” Ground 
to a mirror-like finish, Terra-Tile assumes the appearance of 
marble terrazzo. 


CARPETING 


The Bigelow-Sanford Carpet Co., Inc. reports they are con- 
tinuing full production on carpet styles designed for office use. 
The Bigelow-Sanford line includes forty-six different general 
types, and encompasses several hundred individual textures, 
colors and designs.” Three textures designed for heavy traffic 
areas are Bigelow-Sanford’s Gropoint Cushion-lok, Gropoint 
Lokweave, and Brewster. 

“The first two are closely woven loop-pile carpets that are 
available in a variety of plain and moresque colors,” they say. 
“The third is a cut-pile carpet with a strong weave; it is made 
in seven colors appropriate for office use.” 

Though there has been no curtailment of production, continu- 
ally widening demand for Bigelow carpets designed especially 
for office use has caused delays in order fulfillment, the com- 
pany reports. 

Bigelow-Sanford claims that the problem of on-location clean- 
ing of carpets in offices and other permanent installations has 
been solved by their exclusive Karpet-Kare method. Selected 
professional cleaners in all areas of the country have been auth- 
orized to use this method after they have been trained by Bige- 
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low specialists. This “physical” rather than “chemical” method, 
according to Bigelow, is odorless, retards resoiling, and places 
the room back in use faster than any other cleaning method. 

Cushionlok is the result of a patented Bigelow process where- 
by a sponge rubber backing has been blown into the underside 
of the carpet and becomes a permanent part of the carpet. This 
backing binds the tufts, provides resistance to ravel, and though 
a Cushionlok carpet is cemented to the floor, it can be taken up, 
re-cut, and re-laid. 

Lokweave is a patented process in which each tuft of the 
carpet is woven through the back and firmly locked in place 
by a special coating compound. Lokweave requires no binding 
and can be cut in any direction without raveling. 

Bigelow-Sanford sees carpeting of large general office areas 
as a valuable approach to good employee relations and improved 
morale. : 

From Goodall Fabrics, Inc. comes the report that current 
emergency conditions have not caused them to shorten their 
line of floor coverings. “In fact we have added two all-syn- 
thetic qualities,” they say. 

Goodall recommends Sampson quality for general office use 
and Luxuria and Allure qualities for executive offices. 

Sampson quality is described as having a loop-pile construc- 
tion plus added feature which makes it more serviceable for 
heavy office traffic. This is a high pile carpet which comes in 
twenty-two different stock colors. 

Luxuria is a loop pile material which has a higher pile than 
the Sampson. It comes in twenty-two stock colors. The Allure 
quality is a chenille type material with a nubby pile, stocked in 
four colors. Any of these qualities can be dyed to the customer's 
specification, depending on the yardage ordered. 

“At the present time, “good delivery dates apply on all Good- 
all carpeting, which is sold solely through distributors who 
carry large inventories. 


Mailroom 
Equipment 
Available 


—but here, too, the need 
outstrips the ability to 


supply. 
Sorting the mail at 
United States Rubber 
Company 


CURRENT CONDITIONS have not caused most 
manufacturers in the mailroom equipment and ma- 
chines field to shorten their line. Rather, high consu- 
mer demand for several types of equipment has 


A report from Addressograph-Multigraph Corp. says, “Cur- 
rent conditions have not caused us to withdraw any of our line 
of mailroom equipment or machines as yet. If the seriousness 
of the national situation and Government regulations indicate 
that this policy should be revised, we will, of course cooperate 
on exactly the same basis as we did during the last emergency.” 
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“We are preparing a new brochure which will be helpful 
to our customers and users regarding the maintenance and 
care of carpeting,” Goodall says. 

“Up to the present time Mohawk has not shortened its line,” 
Mohawk Carpet Mills reports. “The line has, in effect, been 
lengthened by the introduction of new blended grades combin- 
ing wool and carpet rayon.” 

Mohawk says that “practically all types of carpet (velvets, 
wiltons, chenilles) are available for general office purchase. 
Secause of the high demand, it may be more difficult just now 
to get specific widths, colors, or patterns, but they are generally 
available and definitely are being manufactured.” 

While in a great many cases a local dealer will be able to 
satisfy requirements from his current stock, large jobs involving 
special weaving might take two to six months to manufacture 
and deliver because of high demand. 

Mohawk points out that one of the best ways to lengthen 
the life of a carpet is through proper installation and the use 
of a good carpet cushion. They claim they are the only carpet 
manufacturer making their own carpet cushion. 

To aid the contract customer in caring for the carpet after 
it is installed, Mohawk has published a pocket-sized booklet 
entitled “Keep it Clean.” This booklet explains the character- 
istics of new woven floor coverings, outlines daily and periodic 
care, and describes the removal of spots and stains. “Keep it 
Clean” is available from the Mohawk contract dealer from whom 
the carpet was purchased. 

The Magee Carpet Co. reports that they have not had cause 
to shorten their running lines of carpet material by reason of 
the current emergency. Delivery dates have not been affected 
either. 

Magee refers to the booklet prepared by the Carpet Institute, 
“Care of Your Carpets and Rugs” as pointing the way to 
proper maintenance of this type of floor covering. 

“In the past year and a half, our company has introduced 
the use of Avisco 15, product of the American Viscose Corp.. 
in the making of our blended wool and man-made fiber carpets 
and rugs,” Magee reports. 


caused deliveries to be extended. The barest mention 
is made of raw materials shortage which tends to in- 
terfere with production. Meanwhile, added emphasis 
is being given to maintenance. 


Addressograph-Multigraph points out that while they have 
had some extension of delivery dates, deliveries still range from 
three to six months, which they consider normal for their type 
of mechanical equipment. 

The long-established policy of preventive maintenance avail- 
able to the customer from Addressograph-Multigraph branch 
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offices is being continued conscientiously, they report. 

“Insofar as trends are concerned,” AM continues, “the use 
of equipment for direct margin imprinting is coming to the 
fore, and we are trying to develop flexible enough equipment 
so that it can be adapted to multiple uses, including renewal 
promotion and subscription billing, as well as subscription 
fulfillment and Audit Bureau of Circulations Reports.” 

The Model 1900 Addressograph reflects the multiple-use 
objective, the maker says. “Purchased as a basic machine with- 
out any attachments, it can be used for hand feeding a very 
wide variety of materials such as envelopes, cards, cut forms, 
thin paper and booklets. It can be equipped with many features 
and devices, the most important of which is, perhaps, the auto- 
matic selector. This device, actuated by means of tabs in the 
plate, permits automatic selection of classification of plates, 
skipping or printing only those desired, without changing the 
filing sequence of the list. 

“The machine will accommodate many attachments such as 
listing devices, for single or mulitple column listing, used in 
connection with payrolls, dividend disbursing operations, or any 
other type of work requiring listings,” AM says. “It will also 
take continuous form feeding devices for handling of all types 
of continuous forms such as checks, dividend registers, and 
payroll journals.” 

Another AM machine which is used in connection with large 
mailing lists, especially in the publishing field, is the class 2600 
Speedaumat machine, Addressograph-Multigraph reports. This 
machine is a continuous plate loading and unloading machine, 
and operates at a very high speed. 

The extensive line of mailroom equipment offered by Com- 
mercial Controls Corp. composed of meter mail machines, letter 
openers and sealers, letter and parcel post scales, stamp affixer, 
mailroom furniture (tables and racks), mail bags and holders, 
mail distributors, and their Mailmaster are available, with no 
reported delays in delivery. 

Commercial Controls are currently promoting the Mailmaster, 
a combination unit which can open, seal or stamp mail. This 
hand-operated unit measures 7 by 8 inches and is of all-steel 
construction. Mailmaster takes a supply of stamps which are 
visible through a window in the rear of the machine, and has 
a 6-ounce capacity water tank. 

The latest model in the line of postal scales made by the 
Hanson Scale Co. is No. 1546, designed for the average small 
office. This model has a Lustron plastic case, stands 6% inches 
high, and has a 2- by 3-inch stainless steel platform. No. 1546 
has a capacity of 2 pounds by ounces, and has a dial showing 
air, first class, and merchandise postage rates. There are three 
other types of Hanson scales, all of which are currently avail- 
able. 

Ths new Howe Teleprint unit, introduced recently by the 
Howe Scale Co., combines electronic, electrical, and mechanical 
engineering to “read” the scale dial and convert the weight to 
weight-printings set up on type wheels for impression on a wide 
variety of tickets and fornis and single and double roll tapes. 

“Three components make up the Teleprint,” W. F. Garlow, 
of Howe Scale Co., reports, “a Take-off unit, mounted as a part 
of the dial housing; a Servo-amplifier, and a Recorder unit, 


Left: Corbin Cabi- 
net Co.’s wood shelv- 
ing. Right: Addres- 
sograph - Multigraph 
Co’s No. 1900 ad- 
dressing machine 
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remotely connected to the Take-off by cable.” 

“The translation of weight from dial to weight printing is 
accomplished with an unusually high degree of accuracy and 
dependability,” Mr. Garlow continues. “The Teleprint Recorder 
uses an ingenious and simplified cam-operated mechanism to 
report weight. All solenoids, electrical contacts, and relays have 
been eliminated. An important feature is the print button, lo- 
cated on the control panel. Operator may push button at any 
time during scale loading, and weight-printing will not be made 
until the scale comes to rest and correct balance is attained— 
actually a matter of a few seconds.” 

With the Take-off and Recorder mechanisms designed as 
separate units, the Teleprint Recorder may be located 500 or 


Right: Weber Address- 
ing Machine Co.’s 


Model A-2 


more feet away from the scale site, with only the addition of 
extra cable. 

With Howe cabinet (drop weight) dials, Teleprint can auto- 
matically add and integrate unit weight additions to print total 
weights. Automatic weighing operations in which the Recorder 
print button circuit is extended to conveyor line or lever sys- 
tem so that the passing of boxes can register desire to print 
and weight will then be automatically recorded when the scale 
comes to balance. 

Howe recently brought out the Weightograph Scale Unit 
which they describe as “a weighing accessory which can be at- 
tached to any make of beam scale, or to any scale convertible to 
beam operation, making it an ‘automatic’ of the latest type.” 

Pelouze Mfg. Co. report that the design of their new A-Line 
scales has allowed reduction in the number of parts from 42 in 
their old model to 29. 

“In the process, we have saved 3.2 pounds of steel per scale,” 
Bruce Adams, president of Pelouze Mfg. Co., reports. “This 
means that with this reduction we are saving man hours as 
well as a critical material, which is in line with the present de- 
fense effort.” 

The four A-Line models satisfy weighing requirements with 
capacities of five, ten, 25 and 50 pounds. These are identified as 
models A-5, A-10, A-25 and A-50. A-50 has an extra sturdy 
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Addressing Machines 
Addressograph-Multigraph Corp. 

1200 Babbitt Road, Cleveland, O. 
Elliot Addressing Machine Co. 

143 Albany St., Cambridge, Mass. 
Master Addresser Co. 

5208 Excelsior Blvd., Minneapolis, Minn. 
Weber Addressing Machine Corp. 

200 W. Central Road, Mt. Prospect, II/. 


Scales 


Buffalo Scale & Mfg. Co. 

1208 Niagara, Buffalo, N. Y. 
Borg-Erickson Corp. 

666 Lake Shore Drive, Chicago 
John Chatillon & Sons 

85 Cliff St., New York 
Detecto Scales Inc. 

540 Park Ave., Brooklyn, N. Y. 
Hanson Scale Co. 

525 N. Ada St., Chicago 
Howe Scaie ‘ 

2947 Scale Ave., Rutland, Vt. 
Johnson Scale Co. 

84 Walnut St., Newark, N. J. 
Pelouze Mfg. Co. 

1218 Chicago Ave., Evanston, Ill. 
Toledo Scale Co. 

1009 Telegraph Rd., Toledo, O. 
Triner Scale & Mfg. Co. 

2716 W. 2\Ist St., Chicago 

Mail Meters 

Commercial Controls Inc. 

Rochester, N. Y. 
International Postage Supply Co. 

634 Prospect Pl., Brooklyn, N. Y. 
National Cash Register Co. 

Main & K Sts., Dayton, O. 
Pitney-Bowes, Inc. 

Stamford, Conn. 
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Given below is a list of manufacturers in the floor 
covering and mailroom equipment fields 


Openers—Sealers 
Bircher Co. 
192 Mili St., Rochester, N. Y. 
Industrial Moided Products Co. 
72 W. Fillmore St., St. Paul, Minn. 
Standard Duplicating Machines (sealer) 
1935 Revere Beach Blvd., Everett, Mass. 


Linoleum & Tile 

American Tile & Rubber Co. 

Trenton, N. J. 
Armstrong Cork Co. 

Lancaster, Pa. 
Bonafide Mills 

295 Fifth Ave., New York 
Congoleum-Nairn Co. 

195 Belgrove Drive, Kearney, N. J. 
Cork Insulation Co. 

155 E. 44th St., New York 
Danbury Rubber Co. 

Flooring Div., Danbury, Conn. 
Delaware Floor Products 

Wilmington, Del. 
Duraflex Corp. 

411-13 E. 25th St., Baltimore, Md. 
Flintkote Co. (Industrial Flooring Div.) 

30 Rockefeller Plaza, New York 
Fremont Rubber Co. 

McPherson Highway, Fremont, O. 
Goodyear Tire & Rubber Co., Rubber 

Tile Div. 

1144 E. Market, Akron, O. 
Hachmeister, Inc. 

2300 Forbes St., Pittsburgh, Pa. 
Hood Rubber Co. 

Nicholas Ave., Watertown, Mass. 
Johns-Manville Corp., Asphalt Tile Div. 

22 E. 40th St., New York 


platform for weighing heavier packages. There are other types 
of Pelouze scales, all of which are available. 
Triner Scale and Mfg. Co. say that normal availability ap- 


David E. Kennedy, Inc. 
58 Second Ave., Brooklyn, N. Y. 
Mastic Tile Corp. of America 
Newburgh, N. Y. 
R. C. A. Rubber Co. 
1633 East Market St., Akron, O. 
Robbins Tire & Rubber Co. 
Tuscumbia, Ala. 
Rubber Products, Inc. 
Tampa & Washington Sts., Tampa, Fla. 
U. S. Plywood Co. (Leatherfloor) 
55 W. 44th St., New York 
M. J. Whittall Associates 
Worcester, Mass. 
Wright Mfg. Co. 
305 Seventh St., Houston, Texas 


Rugs and Carpeting 

Bigelow Sanford Carpet Co. 

140 Madison Ave., New York 
Goodall Fabrics 

525 Madison Ave., New York 
Magee Carpet Co. 

295 Fifth Ave., New York 
Mohawk Carpet Mills 

295 Fifth Avenue, New York 
Shelton Looms 

Shelton, Conn. 
Sloan-Blabon Corp. 

295 Fifth Ave., New York 


Miscellaneous 
Corbin Cabinet Lock Co. (sorting rack, 
wood.) 
New Britain, Conn. 
Equipto, Div. Aurora Co. (tables, shelving.) 
Aurora, Ill. 
Inserting & Mailing Machine Co. 
Phillipsburg, N. J. 
Nashua Package Sealing Co. 
Nashua, N. H. 


plies to their various models of postal scales. Triner describes 
their Model 803 as being a 3-pound air mail and general mail 
computing scale having half-ounce graduations. It is of all- 
steel construction having no cast iron parts or springs, and 
operates on a twin pendulum (gravity) system and compound 
levers for sustained accuracy. Computes the postage for all types 
of U. S. Mail up to capacity of scale. Chart is easy to read 
and easily changed if postal rates change. No. 803 is fully auto- 
matic, giving instant indication of weight with knife indicator. 
Dimensions: Platform 6% by 8 inches; overall height 14% 
inches; width at dial 14% inches; base 7 by 12 inches. This 
model may be obtained in capacities of 3, 4, 5 and 8 pounds. 

Master Addresser Co. reports that their product and its sup- 
plies are available, with present deliveries to dealers running 
two to three weeks. Most dealers have machines and supplies in 
stock for immediate delivery. 

Master Addresser utilizes a paper roll strip list of the names 
to be transferred to the envelopes. The machine works on the 
principle of a spirit duplicator. The master roll will print each 
name about 100 times. (To page 58) 


Below, from the left: Nashua Package Sealing Co.’s Model 
208, Pelouze Mfg. Co.’s A-Line model scale, and Commer- 
cial Controls Co.’s Mailmaster 
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WORLD'S FOREMOST INSURANCE CO: 
chooses Szovsegbsee Staplers 


* Swingline Scores 96% on 


Performance. 


gwincline * Swingline Shows 
No Sign of Rust... 


* ... and of course, only 
Swingline gives you the 
100% “OPEN CHANNEL” 


for 4 second loading. 


7 staplers of various prices and 
and sizes were tested. Swingline 
was found “tops” in long life and 
performance. With materials 
getting scarce, you too will find 

it pays more than ever to invest 
in the best . . . Swingline. 


IS BEST BY 
CUSTOMER 
TEST! 


%lt is the policy of this company not to divulge 
its name in product tests. However, they 
graciously permitted us to report these tests 
without mentioning their name. 


=> SPEED PRODUCTS COMPANY INC. 


LONG ISLAND CITY L MEW VORA 
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_ 
a. 
a 
so BEST 
}) Swingline stapler ysed in these tests: 
#4, CRACKLE Finish MODEL 
yEST FOR SERFORMANCE _, Each machine was used 
yo drive 350 staples -* half by impacts half by pressure on 
head of machine -* through the followimB materials? 
a. 16 pound pond sheets, 95 sheets 
; p. 29 pound pressboard) gheet, 2 sheets 
RESULT __ Competitive machines scored perwee™ 69% 
: and 367% oF performanc®- a 
r 4 SwiNGLINE #4 oTAPLER scORED 
96% ON SERFORMANCE® 
yEST FOR Rust AND CORROSION a “Machines were 
smmersed palf-w2Y in 3 peakert of gistilled water ** _ cov" 
ered-- Jeft to stand at room temperature for several days: 
RESULT _, Competitive machines showed moderate?” 
< extreme rust. 
. _ , > $c ONLY gwiNGLINe #4 STAPLER SHOWED 
i ABSOLUTELY No SIGN OF Rust EITHER 
e : } oN EXTERIOR oR INTERIOR SURFACES: 
F .; pRICe-.-Hidh® priced competitive machines were 
included an the test: — 
. \ 7 he a oes se se ae 3 ii Eg - % 
Be ONLY Ye ——" ae ~~ ee Pe y ia 
c% ! Me Swings note a Pig BX : _— Gi pe fee i f 
4 LE ‘i — 
f= a A 
, ~s —< : 
= aay i 
re ° fy, 
" aa 4 Ein 
_ . oe oe 


Tools of the Oltice 


(From page 56) 


“In recent months, large firms in the automotive field, the 
electrical supplies field, and the automotive accessory field have 
given valuable assistance in promoting the sale of Master Ad- 
dressers to their dealers as a part of their own campaigns to 
encourage direct mail advertising,” the company reports. 

Weber Addressing Machine Co. is another company making 
a spirit type addressing machine employing a paper master roll. 
Weber says that current conditions have not caused them to 
shorten their line of equipment, though a shortage of spirit fluid 
is noticeable, caused by Government purchasing of large quan- 
tities of grain alchohol. 

“We have recently brought out a new instruction manual 
which covers in detail the operation and maintenance of the 
Weber Model A-2 machine,” Weber reports, adding that there 
have been “some recent new applications for this machine in 
the insurance and loan company fields.” 

According to Weber, their Recordo-Print Adaptor, an at- 
tachment permitting the user to print from individual business 
records, file cards, and forms, is very practical for these opera- 
tions as it permits them to use the machine for sending out pay- 
ment-due notices and statements, in addition to being able to 
use the machines for direct mail and promotional purposes. 

Pitney-Bowes, Inc. claims no manufacturing restrictions ap- 
ply to their line, which is still being produced in its entirety. 

“Due to pressure of demand far in excess of expectations 
based on pre-introduction market research, we have been forced 
to extend delivery dates on our new PB Office Folding Ma- 
chine,” they advise. 

“During World War II, we instituted a monthly machine 
inspection agreement plan by which, for a small fee, the mailer 
using Pitney-Bowes postage meter equipment would be afforded 
a monthly cleaning, oiling, and adjustment of his machine by an 
accredited PB serviceman, just as he has received regular meter 
inspections which are a part of the original contract. Mailers 
are using this agreement in increasing numbers, which will un- 
doubtedly add to the life of the machines now in service.” 

Pitney-Bowes reports that the utility of the PB postage meter 
is extended with the RTPH printing head, which, when used 
instead of a postage meter on the unit's operating base, enabies 
the user to count and sign checks, and back-stamp checks and 
other negotiable papers speedily and accurately. 


Above: Pitney-Bowes postage meter. Be- 
low: Triner Scale Model 803. Howe 
Seale’s Teleprint unit. 


£ 


Standard Duplicating Machines’ Model G 
envelope sealer. 


Left: Master Addresser Co.’s addressing machine. Right: 
Hanson Seale Co.’s Model 1546 postal scale. 


Standard Duplicating Machines Corp. advise that their line 
of mailroom equipment, consisting of hand and electric operated 
envelope sealers, are still available. However, they “find it 
necessary to quote a 90-day delivery because of the uncertainty 
of receiving certain parts,” though generally they are able to 
shorten this to 45 days. 

Standard is conscious of the aluminum shortages brought 
about by Government conservation orders. This has resulted in 
curtailment of four relatively unimportant models of their line. 


ADDENDA 


(Not ineluded in February Tools feature on copy holders.) 


A new feature of Remington Rand's Line-A-Time copy holder 
is the Space-Celector which “provides automatic lock-in of 
single and double spacing.” Another feature is the Turn-A-Page 
Pocket which makes flipping of stenographic notebook pages 
a one-hand operation. Like preceding Line-A-Times, the new 
Model 112 is operated from one easily-actuated lever near the 
typewriter keyboard. 
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How much are your 
+15,000-A-Year Men Worth 


You lose money when an executive's 


ability to concentrate . .. to make decisions 


... 1s lowered by steamy, sweltering weath- 


er. You can install a Fedders Room Air 


Conditioner overnight, and make an office 


ts cool and comfortable at less than the cost of 
a good desk and chair! 
cd A Fedders unit fits in the window, 
ty plugs in like a radio. A complete, com- 
= pact system of electrically refrigerated air 
_ conditioning, it cools and dehumidifies 
e. hot, moisture-soaked air. Filters out dust 
and dirt... keeps offices cleaner, reduces 
) housekeeping costs. Keeps out pollen and 
other air-borne allergies. Start planning 
of gi. now for a happier, more productive sum- 
re -J°f; — : . i , 
s Cools. a Dehumidifies — oe . mer, with Fedders Room Air Conditioners! 


Shuts out noise... 
Filters out dust, dirt, 


and pollen... 


No alterations, MAIL THIS COUPON TODAY! 


ee 
No ducts, No wiring, FEDDERS-QUIGAN CORPORATION 


Dept. OM-2, Buffalo 7, N. Y. 


A GREAT NAME IN COMFORT 


es 
- 


Please send me your interesting 12-page illustrated booklet on Fedders Room 


oe 
No water connections Air Conditioners plus full specifications and installation data. 


Name 


Address ee eee ee ee 


CA. ciecies State 


May, 1951 OFFICE MANAGEMENT AND EQUIPMENT 59 


fiat . e | Staged 
aan 2s ENA oe ee ¥ ee i Oe Se ik tl be 7 a 3 
rm) 2. eee . Saat, 0 
i, a a a ae Cll Se 
Bi h 4 yd gale 3 wee 
aad : eo ee Ex - 
as # - es ce ae 2 | oo a : ei 
t “oh ae = | re 4 Aaa 
Ae a . Rae i is). saat "s 
e » fi a 
. 8 Z f 4 
{ : 
urn i 
\ a> 
Po ' . 
————— ee | 
: 
: 
. 
e . 
H 
: —_——__— : 
. . 
— ; 
H er 
; up 7 
ava: eS OEE : 
. 
S pcoccccccoensnncssccoonecseseseneuosncsssseqsseuasssaqnessesascosqcesssossocesssasssecoosces 
. , { 
<< Se — ie ae. & F “, a . ? res SP at Ceti r pa ae Br : if 
eo a ‘ mu : \ =e 4 . - Se) eae rte ea PS eres at pe Ls a 
a ae ae = a a a ee Cae Po ane ee ee ; bi ie 7 


Defense-time or Peacetime... 


the YELLOW BOX LINE is best! 
 - ea 


Oakville’s famous Yellow Box Line 
of paper-fastening devices is made 
entirely of critical materials which 
are in short supply and subject to 
present and future Government 
restrictive orders. 


Nevertheless, you may depend on 
these safeguards of excellence: 


1. Oakville’s extensive research 
facilities will be used whenever 
required to develop and produce 
the best available substitute. 


2. When substitutions have to be 
made, the facts will be set forth 
clearly on the package itself. 


The Yellow Box Line will always 
reflect the highest standards of 
construction attainable at the time. 


- OAKVILLE COMPANY DIVISION. 


SCOVILL MANUFACTURING COMPANY 

. Waterbury 20, Connecticut 
New York © Philadelphia © Boston * Chicago * San 
-. In Canada Brown Bros. Ltd, Toronto 2 _ 
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Analysis of Non-Manufacturing Costs 

While most progressive company managements have de- 
veloped modern methods of ascertaining manufacturing 
costs of products, comparatively few possess equally good 
methods for measuring the non-manufacturing costs attribu- 
table to products and product lines, it has been revealed in 
a national research study entitled “Analysis of Non-manu- 
facturing Costs for Management Guidance.” The report was 
prepared by the committee on research of the National As- 
sociation of Cost Accountants, 505 Park Ave., New York. 

The N.A.C.A. study is based on an analysis of cost meth- 
ods used by 70 major companies to determine the relative 
profitableness of individual products or product lines, sales 
territories, salesmen, customer classifications, distribution 
channels, customer services, etc. 

While this study is primarily concerned with cost analysis 
for management guidance, it was pointed out that in the 
present national emergency many companies may be placed 
at a considerable disadvantage because of a lack of adequate 
and supportable costs attributable to products and product 
lines. This disadvantage is magnified in the costing of gov- 
ernment contracts, renegotiation and price-control regula- 
tions. 

The report points out that in the operation of any busi- 
ness it is necessary to decide what products to sell, where 
and to whom to sell them, how to price them and what 
methods to use in selling them. In making such decisions, 
Management must have costs and income data for individual 
product lines, territories, customers and other units which 
are dealt with. It is in this wide area, the report indicates, 
that the industrial accountant can be of greatest service to 
management today. 

While general impressions may serve as a rough guide 
to decisions in this area, the study points out, measure- 
ment of the factors involved is needed before management 
can take effective action on specific problems. When re- 
liable measures of the relative profitability of individual 
units in the over-all picture are lacking, management may 
hesitate to take any action at all, or may act blindly. 


ASSIGNMENT OF Costs 


Determination of costs and profit margins by products, 
territories and other lines of activity requires assignment of 
costs to those lines of activity. The survey indicates that 
over-all financial statements do not provide the data needed 
for decisions with respect to individual organizational units 
or product lines. Instead, management must have costs and 
income by segments of the business. 

The N.A.C.A. research study also shows that costs which 
are joint as to products, territories, customers or other units, 
cannot be assigned to these units by objective methods. In 
dealing with these costs, judgment must take the place 
of mechanical methods for deciding how to recover costs 
from a company’s customers. 5 

Experience has shown, the report reveals, that analysis 
of sales income and costs by segments of the business, pro- 
vides the basis for a better understanding of all the elements 
which make up over-all profit. Thus, specific products, ter- 
ritories, salesmen, etc., which need attention, are more 
readily identified and it is easier to select the areas which 
offer the greatest opportunity for profits. 

In ascertaining costs by segments of a business, the 
principal lines of analysis employed in current practice were 
identified in the study as follows: 


1. Products or product lines 

2. Geographical areas of distribution 

3. Administrative divisions of the sales organization 

4. Distribution channels—as wholesaler, retailer, etc. 

5. Method of solicitation—i.e., by salesman’s call, tele- 
phone, mail, etc. 

6. Method of delivery 

7. Individual salesmen or groups of salesmen 

8. Individual customers or groups of customers 

9. Warehouses 

10. Order sizes. 


The field study showed that analyses of non-manufac- 
turing costs by product lines and by sales territories are 
the ones most widely used. 
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..| MATIONAL DEFENSE 


; sess 
attribu- \ 
aled in ae 
oe rq ming tf th 
ort was q 
nal As- 
y York. 
- meth- ; 
‘elative * a 
3, Sales 
ibution 
nalysis 
in the | 
— B to be th 
ars e sure fro pe rnere: 
roduct 
f gov- 
7 1 * 
oe NE WS FE l A SH: / The Department of Defense, the Armed Forces, 
facet and the Munitions Board are all scheduled to 
Bang participate, dlong with the leaders of your industry, in the 1951 
oe National Business Show to be held in New York's Grand Central 
oe Palace from Oct. 22nd to Oct. 27th. 
rice to 
atte They plan to show outstanding applications of how modern meth- 
area ods’ and machines sdve not only time, effort and the taxpayer's 
or Pec money but manpower, as well. Their exhibit will go a long way 
t may toward demonstrating not only the essentiality of your industry 
in the present Defense Program but how every manufacturer can 
ante help bring victory nearer — FASTER! 
ent o 
3 that : 
— OFFICE FORUMS WEEK TO FEATURE “BIG-NAME” SCHEDULE 
its 
$s and Outstanding authoritative speakers will SHOW. They came from as far away as 
j talk on various phases and solutions to South America, Australia, Canada, Great 
which problems of your industry. Present plans Britain, Mexico, and 37 of the 48 states! 
." call for a complete sehedule of key Gov- ; : 
place ernment and Defense officials to discuss THIS YEAR—we sincerely believe ad- 
costs ways and means for greater coordination vance registrations and space reservations 
; and effectiveness between industry and the _ indicate an even greater attendance. While 
alysis Defense Program ; the four acres of space are not completely 
Ania No effort will be spared to deliver not only sold tilapia for chats ane peeferres 
» ter- a national market audience but complete locations may present a problem so — if 
more National Defense Program information, you don’t have your reservation in, to- 
ae ranging from literature and contract infor- gether with your request for tickets, ACT 
the mation to an interested audience of more NOW — because orders are filled in se- 
were than 125,000 people to sce yourexhibit. quence only. 
LAST YEAR — more than 100,000 people WRITE, WIRE, OR PHONE YOUR % 
attended theeNATIONAL BUSINESS RESERVATION NOW! ; @ q 
1 . TE cose od 4 
rom THE BIG SHOW FOR EVERYBODY al 1904! 
— ee ee ee ee ee ee ee ee ee ee ee 
r 
! ~=Rudolph Lang, Managing Director 
1 = National Business Show 
, WRITE, WIRE, OR PHONE ; 33 West 42nd Street, New York, N. Y 
mY ae 1 Gentlemen: Please send us information 
fac- iis - ilabl . 
= YOUR RESERVATION nn 
= : 
| Seianenecsiietidconsaanennd 
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Wie Smit 


makes a suggestion! 


Dear Boss: 


i, oe Here's a suggestion for doing hundreds of little jobs 
S cs # : 4 
a : around the office faster! "SCOTCH" Cellophane Tape 


saves time in protecting file folders mend- 


: ing torn office papers attaching memos 


ae 


Zs $ } labeling supplies 
aan i packages 
—— ; 
ie 
& ‘5 holding on paper cuffs posting announce- 
ments and notices “en pages or clippings 


in scrap books and sales N. Not only 


will this speed my work, it will help everyone! 


Yours very truly, 


Scorc 


» CO., St. Paul 6, Mi 
Coatings, “Scotchlite” Refia inn., also makers of other " 
Scotch fi Scotch” Brand . 
cer con. Minn. Mining & Mfg. e ered "Sofety-Walk" tip vee ag i" Abe eg “Scotch” Sound 
ona Division, 270 Pork Aven New rasives, "3M" Ad . 
ue, York 17, N. Y. hesives. 
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Easy-to-handle FIFTH BOTTLE 


FUNCTIONAL DESIGN INK BOTTLE 
FITS GIRL’S SMALL HAND! 


The “etiquette of ink-pouring’” becomes a matter ot safety... and thrift... with Sanford’s 
Fifth Bottle of PENit Ink ! This new bottle, shaped to fit smali hands, offers large bottle 
economy with pint-size convenience. Its new structural design gives greater strength, 
yet requires less glass . . . weighs a full 3% pound less than a regular quart ! The dripless spout 
pours free-flowing Sanford’s PENit Ink... the quick-starting ink that assures 
“glide-ability” in pen writing. And for the sake of permanent office records, remember 
... Sanford’s PENit Ink is one of the two out of five leading brands of Blue-Black 
fountain pen ink that independent laboratory tests have shown 
resisted time, light and weather exposure ! 


Ganhords 
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NO. 1805 
SENIOR SPRINGREST 
with adjustable 
Spring-Tension Back 


Z 


oe 


NO. 1800 


SENIOR EXECUTIVE 

Conventional Type; 

Seat and Back Tilt 
Together 


You'll never know what a Sturgis post- 
ure chair can do for your health, well- 
being and job performance till you try 


. one. So call your Sturgis dealer* and tell 
si him which of these two luxurious exec- 
Li x) utive chairs you'd like to try. No 


obligation naturally. 


oye Il send you his name if you don’t know it. 
We'll also send you a stimulating booklet, 
“The High Cost of Sitting”. 


moo 05 POSTURE CHAIR CO. 


ae 


PEOPLE IN THE NEWS 


Diebold, Inc., Canton, O., manufacturer of office systems 
equipment, announces that following a meeting of its board, 
Daniel Maggin has been appointed chairman. George H. 
Bockius was reappointed president of the firm. Others 
elected were Raymond Koontz, executive vice-president, 
and J. Brenner Root, James Clark, and Ralph Wann, board 
members. 

Chairman Maggin, who formerly served as executive vice- 
president, replaces M. Eliot Ness. 


William F. Bernart, executive vice-president of Pitney- 
Bowes, Inc., Stamford, Conn. postage meter manufacturers, 
was recently elevated to the company’s board of directors, 
according to an announcement by Walter H. Wheeler, pres- 
ident. Mr. Bernart joined the company in 1935 as a research 
specialist. 


Burroughs Adding Machine Co., Detroit, has appointed 
Arthur F. Liska to a new post as assistant to Kenneth C. 
Tiffany, vice-president in charge of finance. James F. Lillis, 
who had been assistant controller under Mr. Liska, was 
elected to the post of controller, it was also made known. 
Mr. Liska joined the company in 1926; Mr. Lillis in 1949. 


The sixth in a series of Cornell lectures, this one entitled 
“How To Deal With Personality Problems,” was presented 
at the recently held meeting of the Transcription Super- 
visors Association of New York at Whyte’s Restaurant. 
Miss Mary E. Tuttle, personnel director for RKO Services 
Corp., New York, was the speaker. A question and answer 
session followed Miss Tuttle’s talk. 


Royal Typewriter Co., 2 Park Ave., New York, recently 
announced the appointments of three district representatives 


ers, 


No 


Fa 
uni 


to its portable division: Lee B. Sterling in Chicago; Howard |p, 
M. Powley in the New England area, and Robert H. Hult th 


at Omaha. The company 


also states that it has named 


V. E. Voss to the position of district manager of the Des |" 


Moines, Ia. branch office. 


ASSOCIATION NEWS 


According to J. G. Nagro, General Foods Corp., president 
of the Systems & Procedures Association of America, the 
Milwaukee, Wis., 


joined Detroit chapter. 
is C. B. Hoffman, Nordberg Mfg. Co. 
Argus, Inc., Ann Arbor, Mich., 
group. 


Washington's association with SPAA is imminent, Mr. 
He also said that plans for the Annual 
Systems Conference, to be held in Chicago in the fall, are 


Nagro reported. 


moving forward rapidly. 


Office Executives Association of New York announces 


systems men have joined the national 
organization, following closely on the heels of the recently 
President of the Milwaukee group 
David Merriman, 
is president of the Detroit 


se 


A 
K 


that Miss Jean Vollmer of the OEA office has been ap- F 


pointed assistant secretary of the New York chapter. Miss 
Vollmer’s promotion was made known at a recent meeting 


of the OEA’s board of directors. 


Controllers Institute, 1 East 42nd St., 
known the recent elections of Benjamin H. Askew 
Nelson B. Gerry to its membership. Mr. 


Corp., Ltd., Toronto, Canada. 


More than 2,000 certified public accountants will gather 
Atlantic City, N. J., 
for the 64th annual meeting of the 
American Institute of Accountants. Originally scheduled for 
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at the Chalfonte-Haddon Hall Hotel, 
October 7th-11th, 
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New York, makes ff 
and 
Askew is plant 
controller of the International Business Machines Corp., 
Endicott, N. Y., and Mr. Gerry is controller of the Moore 
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TOOLS OF THE OFFICE 
SERIES FOR 1951 


JANUARY 


ecutive chairs, office safes, and check 
evices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


No “Tools” feature this month. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor coverings, mailroom equipment 
and machines. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment, and pencil sharpeners. 


JULY 


Staplers, numbering machines, and 
secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
tofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


iFile cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 
To be announced at a later date. 
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Your entire organization 
should know what your 


You'll get full value from 
your investment —and save 
dollars every day—when 
everyone in your 
organization makes full 
use of your present 


photocopy machine. 
.... This equipment is 


LA — designed to serve— 
and save—wherever 
there are papers and records 
to be duplicated—in accounting, 
purchasing, sales . . . all departments. It eliminates 
the need for costly manual copying, proofreading 
—gives you photographically accurate and 
complete copies of anything typed, drawn, 


written, or printed. 


For best results use 
Kodagraph Contact Paper 


This paper is made by Kodak for use in all 
types of contact photocopiers. It reproduces 
documents in dense photographic blacks, 
clean whites . . . with new sparkle 
and legibility. And it’s easier, 
more economical to use—no more 
split-second timing or trial-and- 
error testing. Order it... and 

see for yourself. 


Xodagraph Contact 


“‘THE BIG NEW PLUS’ IN THE OFFICE COPY FIELD 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N.Y. 72 


Mail coupon for 
free booklet 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


Name 
Department Wo i 


Cc t ef 
Street 
City _Zone 
State TRADE-MARK 
i 
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HI-POPULARITY 
‘CONVENIENCE’ ERASER 


In Attractive 
Transparent Holder 


Cures eraser “losers”, gratifies eraser 
users. Saves no end of time. Cylin- 
drical stick eraser of finest rubber 
choose RED FOR PENCIL ERAS- 
ING, GRAY FOR INK. 


Pocket Clip Style for 
General Use 
Brush Whisk Style for Typists 


(illustrated ) 
Refills, of course. 


Not a mechanica! gadget. Just unscrew 
the cap and move the eraser forward. 
Tops for typing, accounting, drafting, 
executive, professional and student use. 


One Doren 
$ Correct Mistakes in Any Lenquage? 
4 7 LG sss 
& ater 
‘ AD, 
RED for Pencil GRAY for Ink 
Ask your stationer to .825 No. 827: 
show you WELDON ‘ 
ROBERTS ‘JET’ 
ERASERS. Look for— 
: buy from—this Jet 
wag Display Card that 
° you'll see in many 
Pal a stores. 
e 4 q | WELDON ROBERTS RUBBER CO. NEWARK, NU, US A. 
4 
a SSCOHSSHSHSSSSHSSSSSSSSSSHSSSSSSOCHSSSSSHSSSOOSESE 
iy 


ma WELDON ROBERTS RUBBER CO. 
NEWARK 7, N. J. 


ASSOCIATION NEWS 


Washington, D. C., the meeting was moved because of 
over-crowded conditions in the capital, says executive direc- 
tor, John L. Carey. 

“The theme of this year’s meeting will be the role of 
accounting in a defense economy,” says Mr. Carey, adding 
that “several committees are already working closely with 
government agencies on accounting matters.” 

The ATA’s New York office is located at 270 Madison 
Ave. 


The Society for Advancement of Management held its 
Sixth Annual Time Study and Methods Conference April 
19th and 20th at the Hotel Statler in New York. 

Billed as “a practical conference with actual demonstra- 
tions of the latest time and motion study techniques used 
by progressive organizations throughout the world,” the 
conference covered such subjects as “How to Organize and 
Operate an Industrial Engineering Department,” “How to 
Meet the Industrial Engineering Manpower Shortage,” 
“Improving the Time Study Rating Process,” “Better Meth- 
ods Mean More Manpower,” and other subjects calculated 
to raise plant operating efficiency. 

The film, “Study on Performance Ratings,” was available 
for viewing by the conferees at specified periods during 
the conference. 


” 


Commercial Controls Makes Purchase 


@® Commercial Controls Corp., Rochester, N. Y., announces 
that it has recently purchased the business and working assets 
of the Cochran Controls System, Inc., specialty printers, 3027 
West Irving Park, Chicago. 

Future plans call for moving the machinery, equipment, 
and material to CC’s Mather Coupon Ticket division in 
Chicago. 


_ Time Caleulator Chart Available 


@ Chart-Time, Box 2442 Custom House, New Orleans, 
La. has available for payroll offices a new time calculating 


| chart to speed up and save time in figuring payrolls. The 


easy-to-use method, which is said to save 75% of the time 
used by other methods, is priced at $2. 


Cummins Corp. Changes Name 


@ In a recent statement, Paul Jones, president of the 
Cummins Business Machines Corp., 4740 Ravenswood Ave., 
Chicago, announced the change of that company’s name 
to Cummins-Chicago Corp. Both internal growth and 
external expansion indicated the desirability of a corporate 
title more in keeping with this sixty-four year old company’s 
enlarged activities, Mr. Jones says. 

The company, founded in 1887 by B. F. Cummins, will 
continue to maintain its general offices and main plant at 
the Ravenswood address. 


New Carpeting Introduced 

Goodall Fabrics, Inc., 525 Madison Ave., New York, have 
recently introduced a new “Chemi-fiber” carpet which they 
call Balise. The all-over loop pile carpeting is offered in 
three stock colors—green, grey, and beige, to harmonize 
with office layouts of many types. Special colors can also 
be ordered, Goodall points out. 


Special Inks Developed 

Three colors of Actinic fountain pen inks for Oczalid, 
Bruning, and other copy machines, have been introduced 
by the Sanford Ink Co., Bellwood, Ill. Available in brown, 
green, and black colors, the inks are said to be usable in 
any fountain pen, and for all forms of pen writing. Since 
the inks are also eradicable, they are expected to broaden 
the use of the copy machines for many additional types of 
copy work. The inks will retail from 35 cents. 
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Kee ECTRIC KEE lox, 
Map |6CK EE-LECTRIC 


. A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. Kee Lox is 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


cae Sota gare © oo The NEW Kee Lectric Carbon is built up with Tissue Spe- 
eer ann ete. cially made for the above machines then coated with a New 
aS ae. SS ee Scientific coating for wear and cleanliness. 
Be sure to visit the interesting KEE LOX Exhibit at the a 
NOMA “All Purpose Business Show for 1951"—May 
20-23—71Ist Infantry Regiment Armory, New York. Kee Lox Mfg. Co. saan ] 
a Rochester 1, N. Y., U. S. A. 
Kee Lox Manufacturing Co. | Yes. Please send Free Samples. No obligation. | 
Rochester 1, N. Y., U. S. A. ef Re eee Sp errrree Ste ce re 
Branches in Most Cities ie ; 
e l PND on kira kane dia skewed Saathkawts pwER Nene em eeen | 
ol nse odbcpcnitemaorcnardnsio nner, acchaorincnsoncancaped rere ox nu A ETT PEEL CT COPED Cee eee T Eee TT TE Tre ey ee re eT 
for Exclusive Distribution. | 
{ TNE oso noes de uvcngaxst conte tenuseeenereR angi teeuiaae | 


Apsco 28,000th point Compare the points!** 


Unretouched photographs** show 
Apsco’s amazing sharpening superi- 
ority. Compare the points and see for 
yourself why it pays to buy Apsco. 


30.609 


SHARPENER TEST 


Brand “A” 


25.000 9,000th point 


20 000 
New APSCO vacuum clamp 
Now you can mount your sharpener 
on metal files and cabinets without 
screws or marring. Holds any APsco 
sharpener securely in any position. 


Buy on performance 
Your pencil sharpener dollars buy 
MORE when you specify Apsco. 
There’s an Apsco sharpener for every 
need of office, home or school. See 
your Apsco dealer, or write for liter- 
ature describing Apsco line. 


(7 COSTS LESS... 70 BllY THE BEST! 


Impartial Laboratory Tests* Prove 


Apsco gives you 2', 
times as many points! 


———-——-—--------4 
Exhaustive tests by independent laboratories* prove that | AUTOMATIC PENCIL ae aaa + as a 
Apsco pencil sharpeners are your best buy. And here's why: | Anaad nara ae 3 ppete = ~alers » dame | 
l *. * 7 - ’ 
E Apsco sharpens 2 Ye times paairacmgs 4 points! | Please send literature and name of nearest Apsco dealer. | 
* Apsco sharpens more points per pencil! ; 
* Apsco sharpens o perfect point every time! | Nome. Title | 
* Apsco saves up to 70% of cutter replacement costs! | Company | 
Apsco gives youall these plus advantagesatnoextracost! | aahen Zone | 
*United States Testing Co., Test Nos. 89388 and E-756; City State—_____ 
** Pittsburgh Testing Laboratory, File No. 32999.1 desis. cious sth atime same saints Sante vechhe titan’ Wikies wala atin iis pa a ae ala an 
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WO WASTE WORDS ... 
Make o fee 
Boe 
long 
Story 
SHORT! 


One-Time 
Carbon-Interleaved 


BUSINESS 


FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 


& 
TAILOR-MADE .. . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 


Fold-over Statement Forms. 
* 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a SnapSasg- 
SOLD THROUGH DEALERS 


For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


. eS DEPT. M, GAVRIN PRESS BLDG. > 
New Rochelle + New York aia : 


MEMO : 
ing Problems| 


hen you use 


o 
‘Waste Handl 


Waste handling costs shrink with 
new, improved Vul-Cot waste 
baskets. 


e@ Last longer, are practically in- 
destructible 

@ Cut maintenance and replacement 
costs 

@ Stand hardest wear, rims do not 
break 

@ Colors do not chip off—they are 
part of the fibre itself 

@ Unlike waste baskets made of wood, 
will not splinter, aren’t heavy 

@ Unlike waste baskets madeof metal, 
will not dent, rust or corrode 

@ Are lightweight, easy to handle 
and clean 

@ Provide luxury at an economy 
price. Slight additional first cost 
saved many times over due to long 
life and lasting good looks 

@ Are guaranteed for five years 


@ Are perfect for schools, offices, 
institutions 


You're assured many years of service 
—lower costs—with Vul-Cots. Write 
today for catalog price sheet: Dept. 
OM-5. 


The Round Taper—most popular of all 
Vul-Cots for general office and school- 
room use. Takes little space, is neat 
and attractive. Two sizes, nos. 2 and 3. 


The Square Taper—a distinctive style, 
popular with executives and ideal for 
reception or board rooms. One size, 
no. 5. 


The Round Straight—specially designed 
for washrooms, basements, ticker 
rooms, lobbies, shipping and mailing 
rooms. Two sizes, nos. 9 and 10. 


Colors— All sizes made in standard col- 
ors—maroon-brown and olive-green. 
Gray also available for use with gray 
office furniture. 


For sale by stationers and school supply 
houess everywhere. 


& 


VULCANIZED FIBRE CO, | 


Pee 
CEN iO eS DEE CE MEL BS MERE EROS, 
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a MODERN STYLED... 


: ay ANDSOME... 


° 0 
J its 
FRAGILE LEADS 


that break up in the wood? 


== 


S496 


1} 
v . | 
i 
aD 
| 


(SOLUBLE © 1818 CARMINE— + 


TEX iN 


SCRATCHY LEADS 


that tear the paper? 


48372 


TAYLOR 


E0LOR- 


= — =a FE 


E 


(NE 


CRUMBLY LEADS 
that can't keep a point? 


Here’s a real cure, i 
the best way to besure— ||) 


S = = Executive 
Chair 


4807 LA 


Comfort-soft foam rubber seat, back and 


arms. Matches any type of desk 


installation, wood or steel. Pivotal back 


| Buy 
| GEN ER ALS is curved to figure lines for continuous 
Carbo-Weld PENCILS 


EXTRA-STRONG, EXTRA-SMOOTH Write for literature and address 


SEMI-HEX 
Office Pencil. 5 degrees: No. |-2-2!/-3-4 of nearest dealer 
COLOR-TEX 
Thin Lead Colored Pencils (Wet Proof. 30 brilliant colors. 
Packaged in sets of 12 and 24 assorted colors. 
ORDER THEM FROM YOUR DEALER 


support in the fatigue area. 


Wtakhsre off Hice Fawecle wrvce (LFF 
GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N. J. 
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. ie Sale ey Ba BA 


™ Du PONT < 


Wants 
MANAGEMENT 
ENGINEERS 


. » Must be graduate of Mech- 
anical, Chemical or Industrial 
Engineering, with 3 to 12 years 
experience in any of the follow- 
ing: Office Methods, Work 
Simplification, Wage Incentive, 
Craft Measurement, Clerical 
Measurement or Statistical 
Analysis. Must be willing to 
travel. 


Give experience, education, age, 
references, personal history, sal- 
ary received and salary expected. 
Please be complete & specific. 


All inquiries will be considered 
promptly and kept confidential 


E. I. du Pont de Nemours & Co. 


ENGINEERING DEPARMENT 
WILMINGTON, DEL. 


ATTRACTIVE LIFE SAVER 
Pictured here is Miss Ann Baker of 
Berwyn, Ill. She was selected to repre- 
sent the employees of Stivers Office 
Service, 7 South Dearborn St., Chi- 
cago, at that company’s exhibit at the 


Ann Baker—SOS Girl 


recently held office equipment display 
in Chicago. The business show is 
sponsored annually by the Office Man- 
agement Association of Chicago. 
The Stivers organization is one 
which provides the services of com- 
petent office people of all types to com- 
panies which need added assistance. 


EXECUTIVE HEALTH PLAN 
DESIGNED 


The inauguration of an executive 
health plan, designed as a partial so- 
lution to the pressing problem of ex- 
ecutive mortality among executives 
has been announced recently by Don 
Vescelius, managing director of Bill 
Brown’s, Garrison, N. Y. 


Intended for small and medium- 
sized organizations that do not have 
their own medical departments, the 
plan will include a complete physical 
examination and a follow-through con- 
ditioning program especially slanted to 
executive needs. 

Firms participating in the Bill 
Brown program will be able to have 
their key men checked annually by a 
panel of physicians. Executives may 
choose their own doctor from the 
panel. Full medical examinations will 
be the initial steps in the recondition- 
ing program. 


Where physical reconditioning and 
relaxation is indicated, executives will 
be sent to Bill Brown’s for such treat- 
ment, according to Mr. Vescelius. 


OFFICE LAYOUT KIT 


The Gross Engineering Co., Inc., 
Three Rivers, Mich., has introduced a 
Plan-N-Print Kit, one equipped with 
colored magnetic templates to do any 
office, factory, or other type of furni- 
ture layout. 


70 


Beautiful Handi-Pen desk sets for easy, effortless 
writing. A complete line of moisteners to fit any need. 
Time-saving Kleradesk. Heavy-duty Cata-RacK for 
catalogs and books. All these aids and more too make 


up the Sengbusch line. 


Sound design and attractive styling make them easy 
to use. Your office workers get more work done with 
greater speed and greater neatness. 

This improved efficiency is easy to obtain, Just ask 
your stationer for the complete Sengbusch line. It is 
attractively priced — saves you money as well as time. 


Capillary-Action Handipen Desk Sets 


Sanitouch 
Moistener 


entire Sengbusch family 


of Time- and Money-Saving Nau 


Kleradesk 
(Steel and 
Steeless) 


eee 


‘: ann 


i Ideal 


No-Over-Flo 
Sponge Cup 


SELF-CLOSING INKSTAND CO.., 15: sensbusch Bidg. © Milwaukee 3, Wis. 
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An Invitation to N.O.M.A. 


to see the new Genuine Leather Chairs 


of JASPER SEATING 
in conjunction with 


the W.O.F.I. 
display in 
New York 
May 20-23 


No. 1600 
Available in Deep Buff 
or Top Grain Leather. 
American black wainut, 
northern birth and In- 
diana white quartered 
oak. 


Ask your dealer to see 


theses chairs. 


No. 1600 


JASPER SEATING CO. 


JASPER e INDIANA 


ACCOBIND FOLDERS 
Easy to Use 


because they’re 
Profitable to Buy 
ACCO PRODUCTS, Ine. 


OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 
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ONLY $99.50 Why DUPLICOPY 


is better at less cost! 


Duplicates up to 300 copies from 
one master sheet ... at a cost 
as low at Sc. Easy to operate. 


x 


Prints up to 4 colors at one 
time, at no extra cost. 


Y No gelatins, inking or stencils. 
© 
a 
i] 


“Ti 

* 
rr 
tr 


Prints clean, clear copies. 


WRITE: for demonstration, further 
details or send order. 


waTURES = 
Fen” / DUPLICOPY 


P. COMPANY, Dept. E 
224 W. Illinois St. Chicago 10, Ill. 
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No USE 
LOOKING, 
OSCAR... YOU 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


Eliminate Errors — Save Addressing 


No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 


made from exclusive blue opaque paper. Nothing is visible 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any Size, with the “Outlook” feature of a size and 
= to register with only what you want to show on your 


RTE TODAY!) Send us check you are now using and we will submit 
\ sample Paycheck “Outlook” envelope and prices based 
on your estimated yearly requirements. 


= 


—" 


# “Outiook” Envelopes. Est. 1902 


S 


COMING EVENTS 


For ANY Size 
Mailing List 


MODEL 40 
$4.4.50 


(Fed. tax and Supplies 
extra 


Reduce Costs and Save Time! 
No matter what size mailing list you have, there’s a 
MASTER ADDRESSER to fit your needs and your 
budget. With this system anyone in your office can 
address envelopes, cards, folders, catalogs—with speed 
and ease. Low cost, pre-spaced Master Tape easily 
prepared on a typewriter right in your own office. Three 
models to choose from—a type for any mailing list 
requirements. 

On display at NOMA Annual Office Machinery and Equi 
Exposition, New York, May 20-23—Booth 229. 


No Stencil @© No Plates @© No Ribbons ® No Ink 
Write today for full facts. 


flladi@r rhdecaucee C2 


6500-M West Lake Street, Minneapolis 16, Minn. 
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Paris Fair (Paris, France)...... April 28th-May 14th 
Insurance Accounting & Statistical Association 
May 14th-16th 


29th Annual Conference and Business Show 
Palmer House, Chicago 


National Office Management Assn....May 20th-23rd 
32nd Annual Conference & Equipment Exposition 


71st Regiment Armory, New York 


Life Office Management Association..May 21st-22nd 
Spring Conference 
Mayflower Hotel, Washington, D. C. 


Association of American Railroads..June 11th-14th 
5th Annual Convention— Accounting Division 


Hotel Biltmore, New York 


National Association of Cost Accountants 
June 24th-27th 
32nd Annual International Cost Conference 
Palmer House, Chicago 


American Association of Hospital Accountants 
July 15th-20th 
94th Annual Institute on Hospital Accounting 
Indiana University, Indiana 


Life Office Management Assn...September 24th-26th 
Annual Conference 
Edgewater Beach Hotel, Chicago 


American Institute of Accountants. .October 7ih-11th 
64th Annual Meeting 


Chalfonte-Haddon Hall, Atlantic City, N. J. 


Systems & Procedures Association of America 
Annual Systems Meeting 
(scheduled for Chicago—date in Fall later) 


National Institute of Governmental Purchasing 
October 21st-24th 
6th Annual Conference & Products Exhibit 


Shoreham Hotel, Washington, D. C. 


1951 National Business Show ....October 22nd-27th 
Sponsored by Office Executives Association of 
New York 


Grand Central Palace, New York 


National Business Teachers Association 
December 28th-30th 
1951 National Convention 


Palmer House, Chicago 
American Management Association— 
Divisional Conferences 


I iis vst oaks nee eienvenes May 14th-15th 
Statler Hotel, New York 


General Management................... June 7th-8th 
Waldorf Astoria, New York 


National Association of Cost Accountants 


International Cost Conference........ June 24th-27th 
Palmer House, Chicago 


Life Office Management Association will hold its 1951 
spring conference at the Mayflower Hotel, Washington, 
D. C., May 21st-22nd, says Frank L. Rowland, executive 
secretary. General chairman of the conference is J. L. 
Batchler, secretary, Kansas City Life Insurance Co., and 
a LOMA vice-president. 
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CONVOY chen-Coard/* 
STORAGE FILES 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files. . . are priced 
in the corrugated paper board 
range — with serviceability in 
the steel range . . . take less 
than 10% more space than steel 
files . . . can be stacked to the 
ceiling without supports... 
mate together top-to-bottom 
and lock together side-to-side @ 
... have wax-like texture that” = 
makes drawers slide easily ... 

are shipped assembled for easy 
installation without tools .. . 
are water resistant — moisture 
will not weaken them. 


145 pounds—or 200 ds and 


more—are the same to the stand- 
ard letter file drawer in this 
unusual strength test! 

(*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 


You'll like Convoy quality and CONVOY 
economy. Write today for full Ri y 

information and prices on 14 boar 
standard sizes. STORAGE FILES 
CONVOY, INC. « P.O. Station B, Canton 6, Ohic 


Fiuclton MARKING DEVICES 


have the quality that 
builds repeat business 
Carry a full line of these deluxe items 


Prompt Shipment of 
Service and Fulton Daters 
and Numberers 
DeLuxe and Special Business Outfits 
Sign Making Kits 
Dri-Kwik Stamp Pads, Sizes No. 0, |, 2— 
in New Drawn Boxes 
Fulton Stamp Pads and Ink 
Special Rubber Stamp Inks 


Complete line of Crown Self-Inkers, 
Daters & Numberers 


Porous Price Marking Kits Now Available 


Write for Catalog 


ee Marking 
Equipment c. 


Elizabeth 1, N. J. 


82 Fulton Street 


RAUKN 


LOCKERETTE 


—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps that have 
been crumpeled in dark 
lockers—do not eat soggy 
lunches, soaked by _ wet 
hats or gloves. Each 
person has his own 
spaced coat hanger venti- 
lated hat shelf and 12” 
x 12” x 15” deep lock 
box for lunches, tools 
and personal effects. 


More saleable because they keep 


L Lockerettes save space 
wraps “in press. he 


No. 6-12 


Improves health and morale—lower (2-column ) Sccommo- 


. dates 12 people in 6 feet: 
absenteeism. the No. 9-18 (illustrated) 
accommodates in 
Write for Bulletin OL-4 feet. 


VOGEL - PETERSON CO. 


624 So. Michigan Ave,, Chicago 5, Ill. 
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Manufacturers of Fincr Duplicating Ma a 
5150 Church St., Skokic, ill, * Telephone Skokic 4258 
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7 HEKTOGRAPH 


DIRECTIONS FOR USE 
a 


Hektograph—A time tested, money saving 
way of duplicating many runs of 50 to 100 
copies of anything written, typed, or drawn. 
_.. Flat metal pan stores easily when not in use. 


Refill—Brilliant copying composition for re- a 
newing any pan duplicator is simply heated 

and poured from can making possible 

many more quick and easy copy runs. 


Write for 
Complete Catalog 


Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 


... Fhe one and only 
Artgum brand! It’s the 
best! Look for the name! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 
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CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (40 years recognized standing and 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present position 


rotected. Write for particulars. KR. W. Bixby, Inc., 292 Dun Bidg., 
uffalo 2, New York. 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized versenal service, in opening cuntacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams. 
2220 W. Grace St. Richmond, Va. 


BUSINESS ADM.: For Profs. eam Accounting, Mat., Mktg. 
Retailing. etc. Master-Doctors Degrees. olleges-Universities. Salaries 
to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 


Manufacturer's Representative Wanted 


ROTARY FILE MANUFACTURER has several territories open fur 
experienced office equipment manufacturer’s representative. Give states 
you are now covering, other lines handled, time spent in territory, and 
type of accoynts regularly contacted. Write: Ferris Manufacturing Co., 
224 Great Meadows Road, Stratford, Conn. 


For Sale or To Buy 


FOR A Beautiful desk plate mounted on black walnut base send $2.95 


and name desired to Mail-N-Post, Wapping, Connecticut. Satisfaction 
guaranteed. 


KARDEX, ACME, all makes used visible filing equipment. Thousands 
of reconditioned cabinets, panels, books, always on hand. Special service 
and prices to dealers for purchase or sale. Get our quotations. Chas. S 
Nathan, Inc., 548 Broadway, New York 12, N. Y. 


BURROUGHS, MOON HOPKINS, Elliot-Fisher, Remington Account- 
ing Machines, and everything in the office machinery line. State model, 
serial number and we will quote highest cash prices. International Office 
Appliances, Inc., 29-31 East 22d St., New York 10, N. Y. 


WANTED—AIl makes calculators and adding machines. State make, 
model, serial number and adding capacity. International Office Appli- 
ances, Iuc., 29-31 East 224 St., New York 10, N. Y 


FOR SALE—One used Model H, Pitney Bowes Postage Machine. No 
reasonable offer refused. U. S. Coal Co., 90 West St., New York City 


Wanted 


WANTED: I. B. M. Electric Forms-Writer Typewriter, lift platen 
model. Must be in excellent condition. Write Susquehanna Waist Co., 
Upland, Pennsylvania. 


Position Wanted—Male 


ASSISTANT SALES—Advertising Manager: Over 11 years experience 
administrative capacity handling technical correspondence, sales-production 
liason system supervision. Four years successful sales promotion for 
manufacturer through dealer/distributor outlets. OM-87. 


PERSONNEL ASSISTANT, M.A., desires career in personnel. 5 years’ 
experience wage and salary administration, job analysis, evaluation and 
statistics. Married, 28. responsible. Re-locate. OM-85. 


PUBLIC RELATIONS—plan and execute complete PR programs; pre- 
pare press releases, news stories, reports; edit house organ. Five years 
magazine editorial experience; highly specialized college training. Age 
28, married, draft exempt. References. OM-92. 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me vour sketch or model. Confidential advice, literature, Z. H. 
POLACHEK, 1234 Broadway, New York City. 
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Belgian Firm Seeks Information 


@ Poulain-Van Lautem, 274 Avenue De La Couronne, 
Brussels, Belgium, a company which specializes in the 
production of industrial machines, is in the process of 
setting up a department which will give office management 
advice, in collaboration with architects, to customers and 
prospective customers of the company. 

With this in mind, the firm wants to collect printed ma- 
terial emphasizing the value of good office management 
procedures and equipment, as well as catalogs and bro- 
chures on the equipment itself. 


Floor Tile Developed 


@ Deleware Floor Products, Inc., 295 Fifth Ave.. New 
York, has developed a new Vinylite plastic floor tile for 
offices and institutions, which it calls Flor-Ever. It will 
be produced in marbelized patterns, in the “same price 
range as rubber tile,” and will offer “great durability.” 


Manhattan Offices Reopened 


VISIrecord, Inc., manufacturer of vertical visible record 
keeping systems, 32-36 47th Ave., Long Island City, N. Y., 
has reopened its mid-Manhattan sales offices at 535 Fifth 
Ave., according to Herbert Weston, president. Howard C. 
Ludlow, new metropolitan sales manager, is in charge. 


J. Roger White Dies 

The recent death of J. Roger White, vice-president in 
charge of sales and advertising for the Formica Co., Cin- 
cinnati, has been announced by that organization. Mr. 
White had been with the company for twenty-four years. 


Proposed Decision for Hush-A-Phone 

Harry C. Tuttle, president of Hush-A-Phone Corp., 65 
Madison Ave., New York, says that some confusion has 
resulted because of newspaper reports on a recent proposed 
decision announced by the Federal Communications Com- 
mission in a proceeding initiated by the Hush-A-Phone 
Corp. regarding the wording of the telephone company’s 
tariff reference to telephone attachments. 

As the outcome of this action, the FCC found that while 
in its opinion the use of “foreign attachments” 
to control by the telephone company by means of reasonable 
tariff regulations, this control should not be used by the 
telephone company for any unreasonable ban against any 
device or development of benefit to the telephone-using 
public. 

The Commission refused to require any revision of the 
phone company’s present tariff provision respecting foreign 
attachments but would not rule that any subscribers should 
lose phone service for using a foreign attachment. 

The FCC decision of February 16th was qualified as being 
a “proposed” decision rather than a final one, which Mr. 
Tuttle says will be some months in coming. The Hush-A- 
Phone Corp. has filed its exceptions and arguments with 
respect to this proposed decision and hopes for a final de- 
cision clarifying and protecting the rights of the subscribers. 
Pending this final decision, Hush-A-Phone is emphasizing 
to its dealers and users the phone company’s assurance in 
testimony that it never had nor has any intention of discon- 
tinuing subscribers’ service because they use the Hush-A- 
Phone. 


Two New Filing Items 

Oxford Filing Supply Co., Ine., 
announces two new items to serve 
Pendaflex hanging file folders: Ticklertabs and Interior 
Folders. Ticklertabs are attached to any hanging folder in 
addition to the name tab thereon. They have printed on one 
side: Jan.-Dec., and 1-31 on the other, thus enabling the 
user to keep track of due dates and at the same time refer 
to filed material by name or subject. 


Garden City, N. Y., 
as accessories to its 


Interior Folders are for use within a hanging folder where 
two or more groups of papers are to be segregated, or the 


are subject | 


SALESMEN 
1951 1890 


Different? —Yes—but 
exactly alike in their 
dependence upon 


BEACH'S 
“COMMON SENSE" 
EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


Beach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 


papers are to be bound with file fasteners. 


May, 1951 


Are You an Executive 
Who emphasizes — 


@ Safeguarding Phone Privacy 
@ Having a quiet, restful, and efficient office. 
@ Importance of better phone hearing. 


Thousands of concerns have accomplished this over a 
period of thirty years with 


HUSH-A-PHONE 


You can inform yourself by requesting 
literature. Do it today. 


HUSH-A-PHONE CORPORATION 
Room 718, 65 Madison Ave. New York City 16 


Are Your Guide Tabs 
BROKEN? Cut them off and 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement, 
Large openings covered by transparent 
pyroxylin, white, blue, green, yellow, 
— or red 
nsertable labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 
Samples (5 or less) 2 cents each. 

102.325 used by Sears, Roebuck & € 

CHAS. C. SMITH, Manufacturer, Box 808, EXETER, NEBR. 


© THE DIXON FASTENER 


NN HAS A HOLE THROUGH ITS CENTER 
SS 


IN) 


All brass Dixon Fasteners give sheets 
metal protection at the binder hole to 
stop tearing and wear. The thin 
curved design holds quantities of 
sheets intact in or out of the binde 
Packaged 24 to envelope, 12 owel-- 
opes to carton. Also 100 to box and 
12 boxes to the carton. 


SEE YOUR STATIONER 
Manufacturing Division 


DIXON RESEARCH, 


ROCKFORD, ILLINOIS 


WITHOUT REMOVING FASTENER, SECTIONS 
OF SHEETS GO IN RING OR POST BINDER 
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How floors stay like new in 
new John Hancock home office 


Every movable piece of furniture is Bassick-equipped 
to protect floors and save on maintenance. 

To do the trick, John Hancock Mutual Life Insurance 
Co. had installed 5811 sets of Bassick “Diamond-Arrow” 
Casters and 617 sets of Bassick Rubber-Cushion Glides. 

Guard your floors the same sure way used in this tallest, 
most modern of Boston buildings. By making things as 
portable and noiseless as possible with Bassick products, 
you'll also make your office a pleasanter place to work. 

Sold at leading office supply stores. THE BASSICK COM- 
PANY, Bridgeport 2, Conn. Division of Stewart-Warner 


Corp. In Canada: Bassick Division, Stewart-Warner-Ale- 
ee mite Corp., Ltd., Belleville, Ont. 
Bassick‘‘ Diamond-Arrow”’ Bassick Rubber-Cushion 
ve Casters No. 9696. Smooth- Glides. Broad, flat, polished, 
es rolling, easy-swiveling, ball- hardened -steel base makes 


bearing. 2 in. soft rubber- 
tread wheel. For office 
chairs, business machines, 


furniture slide easy. Inex- 
pensive. Easy to attach. 
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Steel Age quality is paying extra dividends these 
days ... in comfort, work-ease and durability. 
You can count on this efficient, handsome Steel 
Age Executive Desk to not only meet the require- 
ments of today, but also to withstand the extra 
years of hard use that may be required. Today, 
the demand for this sturdy, streamlined Steel 
Age desk often exceeds the supply. The expanding 
needs of defense mobilization—in which our 


company is participating—is causing increasing 


There’s No Substitute 
for STEEL AGE 


MANUFACTURING CORPORATION 


Quality 


metal shortages. We're doing our best to satisfy 
the growing demand for Steel Age office furniture 
but we are not always able to deliver it as promptly, 
or in as wide variety, as formerly. You can be 
sure, though, that when you do receive your 
Steel Age equipment, you will find the same 
quality materials, skilled craftsmanship and ex- 
pert design that have made office people from 
coast to coast say, “Buy Steel Age and you buy 
the finest in office furniture!” 
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Your Secretary 


Saves Time! 


Read what one business executive* says 
about the Underwood All Electric: 

“... if the reasonable purchase price had been 
twice the amount it still would have been 
cheap—and we use the word advisedly —in 
comparison with the benefits we have derived.” 


Watch your secretary speed up her typ- 
ing duties . . . when she uses an Under- 
wood All Electric. 

Her hands never leave the keyboard. 
Finger travel, hand travel are minimized 
... even the margins are set electrically. 
Electricity does all the heavy work . . . con- 
serving your time, and her energy. 

She can do extra work . . . with little effort. 


New Internal Cushioning gives her quieter, 
more restful typing. 

And, she'll do better work. Because . . . 
with electric control . . . even spacing be- 
tween characters, perfect alignment and 
clear-cut, uniform impressions are as- 
sured. And, she can make as many car- 
bons as you need . . . at light finger touch. 
Economize with these advantages that 
speed up work. . . and save expensive re- 
typing time and effort. Enjoy letters that 
“look like a million”... that only an 
Underwood All Electric can produce. Ask 
for a demonstration, and literature. Mail 
the coupon... today! 


* Name on request. 


: Company 


Typewriters . . . Adding Machines... 
Accounting Machines 
Carbon Paper . . . Ribbons 
One Park Avenue, New York 16, N.Y. 
Underwood Limited, Toronto 1, Canada 


Sales and Service Everywhere ss 


Underwood Corporation 
One Park Ave., New York 16, N. Y. 


(0 Please arrange for demonstration. 
(CO Please send descriptive literature. 


Name. 


Address_ 


City OM5-51 
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